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FOREWORD
The rate at which :aew school buildings must be made available depends

upon (1) the growth of school population; and (2) the number of buildings

in use that must be replaced because of obsolescence. The type of new build-

ings needed (' Tends upon the educational program that is required to meet
the needs of our society. In planning new school facilities, including those for

business education, every known step should be taken to secure the facilities

required to meet the needs that exist and the flexibility essential to meeting

the needs that will likely arise during the years the facilities will be used.

The material in this publication was developed by the Bureau of Business

Education with the assistance of school administrators, curriculum directors,

business educators, personnel of the Bureau of School Planning of the Cali-

fornia State Department of Education, and architects. The suggestions and

guidelines presented should be most helpful in planning business education
facilities that will be appropriate for the programs to be offered, adequate for

enrollments to be served, and sufficiently flexible that required adjustments

can be readily made as program changes are required..

iii

Superintendent of Public Instruction



PREFACE

Planning and Equipping Business Education Classrooms is designed to

assist school districts and architects in planning business education facilities

to meet the present and future needs in this important area of education.

Charles D. Gibson, Chief, Bureau of School Planning, California State

Department of Education, assisted in making this publication one that opens

new avenues for the type of educational planning that provides a sound basis

for all other essential planning of educational facilities. Conferences with

school personnel and architects were held throughout the state for the purpose

of gathering material to be included in this publication. The pictures used to

show desirable business education facilities were supplied by various school

districts. Nathan H. Boortz, Director of Technical and Vocational Education,

Foothill College, and Wayne L. Sorenson, Administrative Assistant in Charge

of Curriculum, Hayward Union High School District, reviewed the material

and suggested desired changes.
The staff of the Bureau of Business Education planned and prepared this

publication. M. Claire O'Brien, Consultant in Business Education, Bureau of

Business Education, had major responsibility for assembling and organizing

the material.

RICHARD M. CLOWES
Associate Superintendent of
Public Instruction; and Chief
Division of Instruction

R. C. VAN WAGENEN
Chief, Bureau of

Business Education
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INTRODUCTION

Each school district should make decisions regarding the business educa-

tion facilities to be provided on the basis of studies made relative to the

needs of the student's and of the community. These studies will have signifi-

cance if they are made by the people who will be utilizing the facilities

planned.
This publication is designed to provide a guide for school personnel and

architects to work together in developing plans for business education

facilities.
Therefore, the emphasis in this guide is on methods of planning rather

than on specific recommendations. The reason for this approach is the im-

portance of local planning in meeting the needs of the students in the schools

of the district.
This guide is designed primarily for use in planning business education

facilities for junior high schools, and four-year and senior high schools.

However, since the facilities needed for business education depend more

upon the program offered than upon the educational level or the age-group

for which they are provided, the guide may be used to advantage in plan-

ning facilities for junior colleges and for adult education purposes.

M. CLAIRE O'BRIEN
Consultant in Business Education
Bureau of Business Education
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n 

of
ed

uc
at

io
n 

is
 to

 m
ee

t t
he

 n
ee

ds
 o

f 
so

ci
et

y 
as

 a
 w

ho
le

 a
nd

 o
f 

ea
ch

m
em

be
r 

of
 s

oc
ie

ty
.

B
us

in
es

s 
ed

uc
at

io
n 

is
 ta

ug
ht

 in
 C

al
if

or
ni

a 
pu

bl
ic

 s
ch

oo
ls

 a
s 

an
in

te
gr

al
 p

ha
se

 o
f 

th
e 

to
ta

l p
ro

gr
am

 o
f 

ed
uc

at
io

n 
of

fe
re

d 
at

th
e

ju
ni

or
 h

ig
h 

sc
ho

ol
, h

ig
h 

sc
ho

ol
, a

nd
 ju

ni
or

 c
ol

le
ge

 le
ve

ls
. A

t
ea

ch
 o

f
th

es
e 

le
ve

ls
 e

m
ph

as
is

 is
 p

la
ce

d 
up

on
 th

e 
ge

ne
ra

l v
al

ue
s 

of
bu

si
ne

ss
ed

uc
at

io
n;

 th
at

 is
, b

us
in

es
s 

ed
uc

at
io

n 
is

 ta
ug

ht
 in

 s
om

e 
m

ea
su

re
as

 a
 p

ha
se

 o
f 

ge
ne

ra
l

ed
uc

at
io

n.
 B

ut
 in

 a
dd

iti
on

 to
 b

ei
ng

 ta
ug

ht
fo

r 
th

is
 p

ur
po

se
, b

us
in

es
s 

ed
uc

at
io

n 
is

 ta
ug

ht
 a

s
pr

ep
ar

at
io

n 
fo

r
em

pl
oy

m
en

t i
n 

bu
si

ne
ss

, a
nd

 a
s 

pr
ep

ar
at

io
n 

fo
r

co
nd

uc
tin

g 
on

e'
s

pe
rs

on
al

 a
ff

ai
rs

. I
n 

th
at

 p
ha

se
 o

f 
th

e 
bu

si
ne

ss
 e

du
ca

tio
n 

pr
og

ra
m

th
at

 is
 d

es
ig

ne
d 

as
 p

re
pa

ra
tio

n 
fo

r 
em

pl
oy

m
en

t i
n 

bu
si

ne
ss

,
th

e
em

ph
as

is
 o

n 
es

se
nt

ia
l s

ki
lls

 a
nd

 b
us

in
es

s 
pr

ac
tic

es
 is

 in
cr

ea
se

d 
pr

o-
gr

es
si

ve
ly

 th
ro

ug
ho

ut
 th

e 
gr

ad
es

 a
t e

ac
h 

ed
uc

at
io

n 
le

ve
l. 

T
he

 b
us

i-
ne

ss
 e

du
ca

tio
n 

pr
og

ra
m

,
ho

w
ev

er
, i

s 
pl

an
ne

d 
at

 e
ac

h 
ed

uc
at

io
na

l
le

ve
l s

o 
th

at
 e

ve
ry

 p
up

il 
w

ho
 w

is
he

s 
to

 ta
ke

 a
 c

ou
rs

e 
th

at
 w

ill
in

so
m

e 
w

ay
 m

ee
t h

is
 p

er
so

na
l n

ee
ds

 m
ay

do
 s

o.

T
he

 o
bj

ec
tiv

es
 f

or
 th

e 
bu

si
ne

ss
 e

du
ca

tio
n 

pr
og

ra
m

 m
us

t
pr

ov
id

e
fo

r 
(1

) 
fu

rt
he

ri
ng

 th
e 

ge
ne

ra
l e

du
ca

tio
n 

of
 a

ll 
w

ho
pa

rt
ic

ip
at

e
in

 it
;

(2
) 

de
ve

lo
pi

ng
 th

e 
sk

ill
s 

an
d 

ac
qu

ir
in

g 
th

e 
kn

ow
le

dg
e

an
d

un
de

rs
ta

nd
in

gs
 e

ss
en

tia
l t

o 
em

pl
oy

m
en

t i
n 

bu
si

ne
ss

;
an

d 
(3

) 
de

-
ve

lo
pi

ng
 th

e 
sk

ill
s 

an
d 

ac
qu

ir
in

g 
th

e 
kn

ow
le

dg
e 

an
d

un
de

rs
ta

nd
in

gs
de

si
re

d 
fo

r 
pe

rs
on

al
 r

ea
so

ns
. T

he
 o

bj
ec

tiv
es

 m
ay

be
 s

ta
te

d 
as

fo
llo

w
s:

T
o 

pr
ov

id
e 

op
po

rt
un

ity
 f

or
 a

ll 
st

ud
en

ts
 to

 e
xt

en
d 

an
d

en
ri

ch
 th

ei
r 

ba
ck

-
gr

ou
nd

s 
of

 g
en

er
al

 e
du

ca
tio

n,
 e

sp
ec

ia
lly

 th
os

e 
ph

as
es

 th
at

pe
rt

ai
n 

to
na

tio
na

l a
nd

 w
or

ld
 e

co
no

m
y 

an
d 

cu
rr

en
t b

us
in

es
s 

pr
ac

tic
es

T
o 

pr
ov

id
e 

fo
r 

st
ud

en
ts

 w
ho

 w
is

h 
to

 a
cc

ep
t e

m
pl

oy
m

en
t

in
 b

us
in

es
s 

af
te

r
th

ey
 h

av
e 

gr
ad

ua
te

d 
fr

om
 h

ig
h 

sc
ho

ol
 th

e 
op

po
rt

un
ity

th
ey

 n
ee

d 
to

ac
qu

ir
e 

th
e 

sk
ill

s,
 in

fo
rm

at
io

n,
 a

nd
 u

nd
er

st
an

di
ng

 e
ss

en
tia

l t
o

su
ch

 e
m

-
pl

oy
m

en
t

T
o 

pr
ov

id
e 

fo
r 

st
ud

en
ts

 w
ho

 w
is

h 
to

 b
ec

om
e 

in
cr

ea
si

ng
ly

pr
of

ic
ie

nt
 in

 c
on

-
du

ct
in

g 
th

ei
r 

pe
rs

on
al

 a
ff

ai
rs

 th
e 

op
po

rt
un

ity
 th

ey
 n

ee
d 

to
ac

qu
ir

e 
th

e
sk

ill
s,

 in
fo

rm
at

io
n.

 a
nd

 u
nd

er
st

an
di

ng
 n

ee
de

d

T
o 

pr
ov

id
e 

fo
r 

st
ud

en
ts

 w
ho

 w
is

h 
to

 p
ur

su
e 

a 
co

lle
ge

 c
ou

rs
e

in
 b

us
in

es
s

th
e 

op
po

rt
un

ity
 th

ey
 n

ee
d 

to
 a

cq
ui

re
 th

e 
sk

ill
s,

 in
fo

rm
at

io
n,

an
d 

un
de

r-
st

an
di

ng
 th

at
 w

ill
 h

el
p 

th
em

 p
ro

fi
t m

os
t f

ul
ly

 f
ro

m
 th

ei
r 

co
lle

ge
tr

ai
ni

ng

A
ll 

of
 th

es
e 

ob
je

ct
iv

es
 m

ay
 b

e 
fu

rt
he

re
d 

in
 s

om
e 

m
ea

su
re

 a
t

ea
ch

ed
uc

at
io

na
l l

ev
el

; h
ow

ev
er

, t
he

 e
m

ph
as

is
 g

iv
en

 a
t e

ac
h

le
ve

l i
s

de
te

rm
in

ed
 in

 r
el

at
io

n 
to

 th
e 

st
ud

en
ts

' a
bi

lit
y 

to
 p

ro
fi

t f
ro

m
it.

T
he

 m
at

er
ia

l t
ha

t f
ol

lo
w

s 
is

 c
on

ce
rn

ed
 w

ith
 (

1)
 th

e
bu

si
ne

ss
 e

du
-

ca
tio

n 
pr

og
ra

m
 a

s 
it 

is
 g

en
er

al
ly

 o
ff

er
ed

 a
t

ea
ch

 o
f 

th
e 

va
ri

ou
s 3



I
.

ae
1,

T
o v.

ed
uc

at
io

n 
le

ve
ls

; (
2)

 id
en

tif
ie

s 
th

e 
pr

og
ra

m
em

ph
as

is
 a

t e
ac

h 
le

ve
l;

an
d 

(3
) 

m
ak

es
 a

pp
ar

en
t t

he
sh

if
t a

nd
 in

te
ns

if
ic

at
io

n 
of

em
ph

as
is

as
 th

e 
pr

og
ra

m
 p

ro
gr

es
se

s
fr

om
 th

e 
ju

ni
or

 h
ig

h 
sc

ho
ol

le
ve

l t
hr

ou
gh

th
e 

ju
ni

or
 c

ol
le

ge
 le

ve
l.

T
he

 p
ro

gr
am

 o
f 

bu
si

ne
ss

ed
uc

at
io

n 
of

fe
re

d 
in

 th
e

ju
ni

or
 h

ig
h

sc
ho

ol
 is

 g
en

er
al

ly
 li

m
ite

d 
to

ty
pe

w
ri

tin
g 

an
d 

ge
ne

ra
l b

us
in

es
s

bu
t

in
 a

 f
ew

 in
st

an
ce

s 
su

ch
 c

ou
rs

es
 a

s
ec

on
om

ic
 g

eo
gr

ap
hy

 a
nd

 c
on

-

su
m

er
 e

du
ca

tio
n 

ar
e

in
cl

ud
ed

 in
 th

e 
pr

og
ra

m
. T

he
 c

ou
rs

e
in

 g
en

-

er
al

 b
us

in
es

s 
is

 ta
ug

ht
pr

im
ar

ily
 f

or
 it

s 
co

nt
ri

bu
tio

n 
to

th
e 

ge
ne

ra
l

ed
uc

at
io

n 
of

 s
tu

de
nt

s.
 T

he
 c

ou
rs

e,
ho

w
ev

er
, a

ls
o 

of
fe

rs
 s

tu
de

nt
s

op
po

rt
un

ity
 to

 e
xp

lo
re

 th
ei

r
in

te
re

st
s 

in
 b

us
in

es
s 

an
d 

in
 s

o
do

in
g

se
rv

es
 a

n 
im

po
rt

an
t

gu
id

an
ce

 f
un

ct
io

n 
in

 th
e 

to
ta

l
sc

ho
ol

 p
ro

gr
am

.

T
he

 c
ou

rs
e 

in
 ty

pe
w

ri
tin

g 
se

rv
es

 a
tw

of
ol

d 
pu

rp
os

e.
 I

t p
ro

vi
de

s
al

l

st
ud

en
ts

 o
pp

or
tu

ni
ty

 to
ac

qu
ir

e 
a 

sk
ill

 th
at

 h
as

co
ns

id
er

ab
le

 v
al

ue

fo
r 

pe
rs

on
al

 u
se

, b
ot

h 
in

sc
ho

ol
 a

nd
 in

 th
e 

ye
ar

s
fo

llo
w

in
g 

gr
ad

-

ua
tio

n.
 A

nd
 in

 a
dd

iti
on

 to
th

is
 v

al
ue

, t
yp

ew
ri

tin
g 

of
fe

rs
st

ud
en

ts

op
po

rt
un

ity
 to

 d
et

er
m

in
e

th
e 

ex
te

nt
 o

f 
th

ei
r 

ab
ili

ty
 in

ac
qu

ir
in

g

14
.

rr

A
t'

S
in

ce
 r

ep
ro

du
ct

io
n 

w
or

k
fr

eq
ue

nt
ly

 in
-

vo
lv

es
 th

e 
us

e 
of

 th
e

m
im

eo
sc

op
e,

pr
ov

is
io

n 
sh

ou
ld

 b
e 

m
ad

e
fo

r 
st

ud
en

ts
to

 h
av

e 
in

st
ru

ct
io

n
an

d 
pr

ac
tic

e 
in

 th
e

re
qu

ire
d 

w
or

k.

on
e 

sk
ill

 th
at

is
 o

ft
en

 e
ss

en
tia

l t
o

em
pl

oy
m

en
t i

n 
th

e 
of

fi
ce

 p
ha

se

of
 b

us
in

es
s 

op
er

at
io

ns
,

an
d 

to
 e

xp
lo

re
 th

ei
r

in
te

re
st

s 
in

 o
ff

ic
e

w
or

k,
 a

nd
 in

 th
is

 w
ay

 s
er

ve
s 

an
im

po
rt

an
t g

ui
da

nc
e 

fu
nc

tio
n

in
 th

e

to
ta

l s
ch

oo
l p

ro
gr

am
. E

ac
h

of
 th

e 
co

ur
se

s,
 g

en
er

al
bu

si
ne

ss
 a

nd

ty
pe

w
ri

tin
g,

 p
ro

vi
de

s 
st

ud
en

ts
op

po
rt

un
ity

 to
 b

eg
in

 la
yi

ng
th

e

fo
un

da
tio

n 
fo

r 
su

cc
es

sf
ul

pa
rt

ic
ip

at
io

n 
in

 th
e 

bu
si

ne
ss

ed
uc

at
io

n

pr
og

ra
m

 o
ff

er
ed

in
 th

e 
hi

gh
 s

ch
oo

l.
T

he
 p

ro
gr

am
 o

f 
bu

si
ne

ss
ed

uc
at

io
n 

of
fe

re
d 

in
 f

ou
r-

ye
ar

an
d

se
ni

or
 h

ig
h 

sc
ho

ol
s

in
cl

ud
es

 c
ou

rs
es

 in
 g

en
er

al
bu

si
ne

ss
 a

nd
 ty

pe
-

w
ri

tin
g;

 e
ac

h 
of

 th
es

e 
co

ur
se

s
is

 ta
ug

ht
 f

or
 th

e 
sa

m
e 

pu
rp

os
es

th
ey

ar
e 

ta
ug

ht
 in

th
e 

ju
ni

or
 h

ig
h 

sc
ho

ol
.

H
ow

ev
er

, t
he

 c
ou

rs
e 

in
 ty

pe
-

w
ri

tin
g 

is
 e

xt
en

de
d 

to
in

cl
ud

e 
a 

se
co

nd
 y

ea
r 

of
 w

or
k

fo
r 

st
ud

en
ts

w
ho

 w
is

h 
to

 a
tta

in
 th

e
de

gr
ee

 o
f 

pr
of

ic
ie

nc
y 

in
ty

pe
w

ri
tin

g 
th

at
 is

re
qu

ir
ed

 f
or

 b
us

in
es

s
em

pl
oy

m
en

t.
In

 a
dd

iti
on

 to
 ty

pe
w

ri
tin

g
an

d 
ge

ne
ra

l b
us

in
es

s,
 th

e
bu

si
ne

ss

ed
uc

at
io

n 
pr

og
ra

m
 in

cl
ud

es
th

e 
ot

he
r 

co
ur

se
s 

th
at

 a
re

re
qu

ir
ed

 to

gi
ve

 s
tu

de
nt

s 
th

e
op

po
rt

un
iti

es
 th

ey
 n

ee
d 

to
 b

e
pr

ep
ar

ed
 f

or
 a

t-



ta
in

in
g 

th
e 

go
al

s 
th

ey
 h

av
e 

se
t f

or
 th

em
se

lv
es

.
G

en
er

al
ly

, b
us

in
es

s
ed

uc
at

io
n 

pr
og

ra
m

s 
of

fe
re

d 
by

 h
ig

h 
sc

ho
ol

s 
in

cl
ud

e 
co

ur
se

s
in

 g
en

-
er

al
 b

us
in

es
s,

 ty
pe

w
ri

tin
g,

 s
ho

rt
ha

nd
, b

oo
kk

ee
pi

ng
,

re
co

rd
ke

ep
in

g,
cl

er
ic

al
 p

ra
ct

ic
e,

 s
ec

re
ta

ri
al

 p
ra

ct
ic

e,
 b

us
in

es
s

m
ac

hi
ne

s,
 m

er
ch

an
-

di
si

ng
, b

us
in

es
s 

E
ng

lis
h,

 b
us

in
es

s 
m

at
he

m
at

ic
s,

bu
si

ne
ss

 la
w

, e
co

-
no

m
ic

s,
 a

nd
 s

al
es

m
an

sh
ip

. A
nd

 in
 a

ll 
in

st
an

ce
s 

th
e 

co
ur

se
s 

ar
e

ta
ug

ht
 s

o 
th

at
 th

ey
 m

ak
e 

fu
ll 

co
nt

ri
bu

tio
ns

 to
 th

e
ge

ne
ra

l e
du

ca
-

tio
n 

of
 th

e 
st

ud
en

ts
 w

ho
 c

om
pl

et
e 

th
em

. H
ow

ev
er

,
in

 m
os

t i
ns

ta
nc

es
th

e 
pr

og
ra

m
 f

or
 s

tu
de

nt
s 

pr
ep

ar
in

g 
fo

r
em

pl
oy

m
en

t f
ol

lo
w

in
g 

hi
gh

sc
ho

ol
 g

ra
du

at
io

n 
is

 d
es

ig
ne

d 
to

 p
re

pa
re

 th
em

fo
r 

jo
b 

op
en

in
gs

m
os

t l
ik

el
y 

to
 p

re
va

il 
in

 th
e 

co
m

m
un

ity
.

S
tu

de
nt

s 
ar

e 
ta

ug
ht

 in
di

vi
du

al
ly

 o
r 

in
sm

al
l g

ro
up

s 
to

 o
pe

ra
te

 th
e 

va
rio

us
ty

pe
s 

of
 b

us
in

es
s 

m
ac

hi
ne

s.

T
he

 b
us

in
es

s 
ed

uc
at

io
n 

pr
og

ra
m

s 
of

fe
re

d 
by

 ju
ni

or
 c

ol
le

ge
s 

ar
e

pl
an

ne
d 

to
 c

on
tr

ib
ut

e 
to

 th
e 

ge
ne

ra
l e

du
ca

tio
n 

of
 a

ll 
st

ud
en

ts
.H

ow
-

ev
er

, t
he

y 
ar

e 
ge

ne
ra

lly
pl

an
ne

d 
w

ith
 e

m
ph

as
is

 o
n 

pr
ep

ar
at

io
n 

fo
r

bu
si

ne
ss

 e
m

pl
oy

m
en

t a
nd

 f
or

 a
dv

an
ce

d 
st

ud
y.

 T
he

 s
co

pe
 o

f
th

e
pr

og
ra

m
 is

 d
et

er
m

in
ed

 b
ot

h 
in

re
la

tio
n 

to
 c

ol
le

ge
 r

eq
ui

re
m

en
ts

 f
or

de
gr

ee
s 

in
 b

us
in

es
s 

ed
uc

at
io

n 
an

d 
to

 th
e 

vo
ca

tio
na

l g
oa

ls
of

 s
tu

-
de

nt
s 

w
ho

 w
ill

 te
rm

in
at

e 
th

ei
r 

pr
of

es
si

on
al

 e
du

ca
tio

ns
w

ith
 th

e
co

m
pl

et
io

n 
of

 ju
ni

or
 c

ol
le

ge
. T

he
 p

ro
gr

am
s,

 h
ow

ev
er

, c
on

ta
in

 p
ro

-
vi

si
on

 f
or

 s
tu

de
nt

s 
w

ho
 w

is
h 

to
 s

tu
dy

 c
er

ta
in

 s
ub

je
ct

s 
fo

r
pe

rs
on

al
re

as
on

s 
to

 d
o 

so
, a

nd
, a

s 
ne

ce
ss

ar
y,

op
po

rt
un

iti
es

 to
 p

ra
ct

ic
e 

us
in

g
sk

ill
s 

to
 a

cq
ui

re
 th

e 
de

si
re

d 
sp

ee
d 

an
d 

pr
of

ic
ie

nc
y.



G
E

N
E

R
A

L
 P

L
A

N
N

IN
G

 P
R

O
C

E
D

U
R

E

T
he

 le
ga

l r
es

po
ns

ib
ili

ty
 o

f 
th

e 
C

al
if

or
ni

a 
St

at
e 

D
ep

ar
tm

en
t o

f
E

du
ca

tio
n 

re
la

tiv
e 

to
 th

e 
pl

an
ni

ng
 a

nd
 c

on
st

ru
ct

io
n 

of
 s

ch
oo

l f
ac

il-
iti

es
 f

or
 s

ch
oo

l d
is

tr
ic

ts
 f

al
lin

g 
un

de
r 

its
 ju

ri
sd

ic
tio

n 
is

 o
ut

lin
ed

in
 d

et
ai

l i
n 

th
e 

E
du

ca
tio

n 
C

od
e,

 D
iv

is
io

n 
11

, C
ha

pt
er

 2
. T

he
 D

iv
i-

si
on

 o
f 

A
dm

in
is

tr
at

io
n,

 B
ur

ea
u 

of
 S

ch
oo

l P
la

nn
in

g,
 is

 th
e 

of
fi

ci
al

ag
en

cy
 d

es
ig

na
te

d 
to

 c
ar

ry
 o

ut
 th

e 
po

w
er

s 
an

d 
du

tie
s 

se
t f

or
th

 in
th

is
 C

od
e 

ch
ap

te
r.

T
he

 B
ur

ea
u 

of
 S

ch
oo

l P
la

nn
in

g 
ba

si
ca

lly
 is

 a
 p

la
nn

in
g 

ag
en

cy
,

al
th

ou
gh

 it
 a

ls
o 

is
 d

es
ig

na
te

d 
as

 th
e 

so
le

 s
ch

oo
l p

la
n 

ap
pr

ov
al

ag
en

cy
 in

 th
e 

D
ep

ar
tm

en
t o

f 
E

du
ca

tio
n.

T
he

 p
ro

ce
ss

es
 o

f 
go

od
 s

ch
oo

l p
la

nn
in

g 
re

qu
ir

e 
th

e 
co

-o
pe

ra
tio

n
an

d 
co

m
pe

te
nc

y 
of

 m
an

y 
ag

en
ci

es
 a

nd
 p

eo
pl

e.
 T

he
 p

ro
pe

r 
tim

in
g

of
 th

e 
in

vo
lv

em
en

t o
f 

co
m

pe
te

nt
 r

es
ou

rc
es

 d
et

er
m

in
es

 to
 a

 la
rg

e
de

gr
ee

 th
e 

ad
eq

ua
cy

 o
f 

th
e 

so
lu

tio
ns

 to
 p

la
nn

in
g 

pr
ob

le
m

s.
Fi

el
d 

re
pr

es
en

ta
tiv

es
 o

f 
th

e 
B

ur
ea

u 
of

 S
ch

oo
l P

la
nn

in
g,

 a
s 

re
-

sp
on

si
bl

e 
D

ep
ar

tm
en

t o
f 

E
du

ca
tio

n 
ag

en
ts

 f
or

 th
e 

ap
pr

ov
al

 o
f

sc
ho

ol
 b

ui
ld

in
g 

pl
an

s,
 a

re
 m

os
t a

nx
io

us
 to

 in
vo

lv
e 

al
l o

th
er

 D
ep

ar
t-

m
en

t o
f 

E
du

ca
tio

n 
pe

rs
on

ne
l w

ho
 h

av
e 

co
m

pe
te

nc
y 

to
 c

on
tr

ib
ut

e
to

 p
ar

tic
ip

at
e 

in
 th

e 
pl

an
ni

ng
 o

f 
th

e 
C

al
if

or
ni

a 
sc

ho
ol

 f
ac

ili
tie

s 
ov

er
w

hi
ch

 th
ey

 h
av

e 
ju

ri
sd

ic
tio

n.
 B

y 
w

or
ki

ng
 w

ith
 r

es
po

ns
ib

le
 s

ch
oo

l
di

st
ri

ct
 o

ff
ic

ia
ls

, s
ch

oo
l a

rc
hi

te
ct

s 
an

d 
en

gi
ne

er
s,

 th
e 

di
st

ri
ct

 s
ta

ff
co

nc
er

ne
d 

w
ith

 s
pe

ci
fi

c 
ph

as
es

 o
f 

sc
ho

ol
 d

es
ig

n,
 g

ov
er

ni
ng

 b
oa

rd
s

an
d 

ot
he

rs
, p

la
nn

in
g 

co
nf

er
en

ce
s 

ar
ra

ng
ed

 b
y 

B
ur

ea
u 

of
 S

ch
oo

l
Pl

an
ni

ng
 p

er
so

nn
el

 c
an

 d
ev

el
op

 f
ac

ili
tie

s 
w

hi
ch

 n
ot

 o
nl

y 
re

pr
es

en
t

th
e 

be
st

 th
in

ki
ng

 f
or

 b
al

an
ce

d 
an

d 
ad

eq
ua

te
 e

du
ca

tio
na

l h
ou

si
ng

,
bu

t a
ls

o 
w

ill
 r

es
ul

t i
n 

th
e 

sc
ho

ol
 d

is
tr

ic
t r

ec
ei

vi
ng

 th
e 

m
os

t v
al

ue
po

ss
ib

le
 f

or
 th

e 
bu

ild
in

g 
do

lla
rs

 e
xp

en
de

d.
T

he
re

 is
 n

o 
se

t p
la

nn
in

g 
pa

tte
rn

 w
hi

ch
 c

an
 b

e 
ap

pl
ie

d 
in

 a
ll

si
tu

at
io

ns
. E

ac
h 

si
tu

at
io

n 
pr

es
en

ts
 a

 d
if

fe
re

nt
 n

um
be

r 
an

d 
ar

ra
ng

e-
m

en
t o

f 
fa

ct
or

s 
im

po
rt

an
t t

o 
co

ns
id

er
 a

nd
 o

rg
an

iz
e 

in
to

 a
 "

cu
st

om
"

pa
tte

rn
 ta

ilo
re

d 
to

 f
it 

a 
sp

ec
if

ic
 s

itu
at

io
n.

 F
ie

ld
 r

ep
re

se
nt

at
iv

es
 o

f
th

e 
B

ur
ea

u 
of

 S
ch

oo
l P

la
nn

in
g,

 w
or

ki
ng

 w
ith

 s
ch

oo
l d

is
tr

ic
t p

er
-

6

so
nn

el
, r

ev
ie

w
 th

e 
pe

rt
in

en
t f

ac
to

rs
 a

nd
 d

ev
el

op
 a

 s
eq

ue
nc

e 
of

pl
an

ni
ng

 s
te

ps
 to

 f
ol

lo
w

 to
 a

 lo
gi

ca
l c

on
cl

us
io

n 
in

 e
ac

h 
in

st
an

ce
.

Si
nc

e 
it 

is
 p

os
si

bl
e 

to
 a

ch
ie

ve
 a

de
qu

at
e 

an
d 

ba
la

nc
ed

 e
du

ca
tio

na
l

ho
us

in
g 

on
ly

 th
ro

ug
h 

pl
an

ni
ng

 c
om

pe
te

nc
e 

an
d 

co
m

pr
om

is
e,

 a
ll

sp
ec

ia
l i

nt
er

es
ts

 m
ay

 n
ot

 r
ec

ei
ve

 th
e 

co
ns

id
er

at
io

n 
th

ey
 b

el
ie

ve
id

ea
l.

O
ne

 o
f 

th
e 

im
po

rt
an

t p
la

nn
in

g 
st

ep
s 

ne
ce

ss
ar

y 
to

 a
ch

ie
vi

ng
 b

al
-

an
ce

d 
ed

uc
at

io
na

l h
ou

si
ng

 f
or

 s
ec

on
da

ry
 s

ch
oo

ls
 a

nd
 ju

ni
or

 c
ol

-
le

ge
s 

is
 th

e 
co

m
pl

et
io

n 
of

 a
 S

pa
ce

 A
de

qu
ac

y 
Su

rv
ey

. T
hi

s 
su

rv
ey

pr
oc

ed
ur

e 
w

as
 d

ev
el

op
ed

 b
y 

th
e 

B
ur

ea
u 

of
 S

ch
oo

l P
la

nn
in

g 
to

 e
lim

i-
na

te
 m

uc
h 

of
 th

e 
gu

es
s 

w
or

k 
co

m
m

on
 in

 th
e 

pl
an

ni
ng

 o
f 

sc
ho

ol
bu

ild
in

g 
fa

ci
lit

ie
s.

 B
as

ic
al

ly
, i

t i
s 

a 
m

ea
ns

 w
he

re
by

 a
ny

 g
iv

en
 e

du
-

ca
tio

na
l p

ro
gr

am
 c

an
 b

e 
tr

an
sl

at
ed

 in
to

 te
ac

he
r 

st
at

io
n 

ne
ed

s 
fo

r
an

y 
es

tim
at

ed
 s

tu
de

nt
 e

nr
ol

lm
en

t. 
It

 u
se

s 
on

e-
st

ud
en

t-
in

-o
ne

-s
tu

-
de

nt
 s

ta
tio

n-
on

e-
ho

ur
 a

s 
th

e 
ir

re
du

ci
bl

e 
un

it 
fo

r 
de

te
rm

in
in

g 
bu

ild
-

in
g 

sp
ac

e 
ne

ed
s.

T
he

 S
pa

ce
 A

de
qu

ac
y 

Su
rv

ey
 ta

ke
s 

cu
rr

en
t a

nd
 f

ut
ur

e 
lo

ca
l n

ee
ds

in
to

 c
on

si
de

ra
tio

n.
 P

ro
je

ct
io

ns
 o

f 
cl

as
s 

en
ro

llm
en

ts
 a

re
 b

as
ed

 u
po

n
th

e 
pr

ed
ic

te
d 

to
ta

l e
nr

ol
lm

en
t o

f 
th

e 
sc

ho
ol

. D
ec

is
io

ns
 o

n 
sp

ac
e

ad
ju

st
m

en
ts

 a
re

 m
ad

e 
by

 c
on

fe
re

nc
es

 b
et

w
ee

n 
ad

m
in

is
tr

at
io

n 
an

d
st

af
f 

an
d 

sh
ou

ld
 in

cl
ud

e 
pi

 v
is

io
ns

 f
or

 th
e 

pr
oj

ec
te

d 
ch

an
ge

s 
in

th
e 

cu
rr

ic
ul

um
.

O
n 

th
e 

ju
ni

or
 h

ig
h 

sc
ho

ol
 a

nd
 s

en
io

r 
hi

gh
 s

ch
oo

l l
ev

el
s,

 th
er

e
ar

e 
fo

ur
 f

or
m

s 
(A

, B
, C

, a
nd

 D
) 

to
 b

e 
fi

lle
d 

ou
t i

n 
a 

sp
ac

e 
ad

eq
ua

cy
su

rv
ey

. F
or

m
 A

 s
ho

w
s 

th
e 

de
pa

rt
m

en
t, 

te
ac

he
r,

 n
am

e 
of

 c
ou

rs
e,

 a
nd

pu
pi

l-
pe

ri
od

 e
nr

ol
lm

en
t. 

T
he

 a
ve

ra
ge

 c
la

ss
 s

iz
e 

sh
ow

n 
on

 F
or

m
 A

is
 c

om
pu

te
d 

by
 d

iv
id

in
g 

th
e 

nu
m

be
r 

of
 p

up
ils

 e
nr

ol
le

d 
by

 th
e 

nu
m

-
be

r 
of

 c
la

ss
es

 r
ep

or
te

d 
in

 e
ac

h 
co

ur
se

. T
hi

s 
in

fo
rm

at
io

n 
w

ill
 b

e
us

ed
 to

 d
et

er
m

in
e 

th
e 

to
ta

l n
um

be
r 

of
 c

la
ss

es
 in

 e
ac

h 
su

bj
ec

t o
f-

fe
re

d 
in

 th
e 

sc
ho

ol
 a

t t
he

 p
re

se
nt

 ti
m

e.
Fo

rm
 B

 is
 a

 s
um

m
ar

y 
sh

ee
t o

f 
pu

pi
l-

pe
ri

od
 e

nr
ol

lm
en

ts
 b

y 
de

-
pa

rt
m

en
ts

. T
he

 to
ta

ls
 s

ho
w

n 
on

 F
or

m
 B

 a
re

 ta
ke

n 
fr

om
 th

e 
da

ta



co
nt

ai
ne

d 
in

 F
or

m
 A

. T
hi

s 
in

fo
rm

at
io

n
w

ill
 b

e 
us

ed
 to

 d
et

er
m

in
e

th
e 

to
ta

l n
um

be
r 

of
 c

la
ss

es
 in

 a
ll

su
bj

ec
ts

 o
ff

er
ed

 in
 th

e 
sc

ho
ol

at
 th

e 
pr

es
en

t t
im

e.
Fo

rm
 C

 p
ro

vi
de

s 
in

fo
rm

at
io

n 
to

de
te

rm
in

e 
th

e 
te

ac
hi

ng
 s

pa
ce

ne
ed

s 
on

 th
e 

ba
si

s 
of

 th
e 

pr
es

en
t

cu
rr

ic
ul

um
, t

he
 p

re
di

ct
ed

 e
n-

ro
llm

en
t, 

an
d 

th
e 

pl
an

s 
fo

r 
fu

tu
re

ex
pa

ns
io

n.
 T

hi
s 

in
fo

rm
at

io
n 

w
ill

C
A

LI
F

O
R

N
IA

 S
T

A
T

E
 D

E
P

A
R

T
M

E
N

T
 O

F
 E

D
U

C
A

T
IO

N
B

U
R

E
A

U
 O

F
 S

C
H

O
O

L 
P

LA
N

N
IN

G
F

O
R

M
 A

S
P

A
C

E
 A

D
E

Q
U

A
C

Y
 S

U
R

V
E

Y

X
Y
Z

S
ch

oo
l D

is
tr

ic
t

X
Y
Z

S
ch

oo
l

B
u
s
i
n
e
s
s

D
ep

ar
tm

en
t

be
 u

se
d 

to
 d

et
er

m
in

e 
th

e 
nu

m
be

r
of

 r
oo

m
s 

ne
ed

ed
 f

or
 e

ac
h 

su
bj

ec
t

fo
r 

th
e 

pr
ed

ic
te

d 
en

ro
llm

en
t.

Fo
rm

 D
 c

on
ta

in
s 

a 
su

m
m

ar
y 

of
th

e 
te

ac
hi

ng
 s

pa
ce

 r
eq

ui
re

d 
by

ea
ch

 d
ep

ar
tm

en
t, 

a 
de

sc
ri

pt
io

n 
of

th
e 

te
ac

hi
ng

 s
pa

ce
s,

 a
nd

 th
e 

ne
t

sq
ua

re
 f

ee
t

as
si

gn
ed

 f
or

 e
ac

h 
de

pa
rt

m
en

t. 
T

hi
s

in
fo

rm
at

io
n 

w
ill

 b
e

us
ed

 to
 a

llo
ca

te
 te

ac
hi

ng
 s

pa
ce

.

P
U

P
IL

-P
E

R
IO

D
 E

N
R

O
LL

M
E

N
T

(U
se

 a
t l

ea
st

 o
ne

 li
ne

 fo
r 

ea
ch

 te
ac

he
r.

S
ep

ar
at

e 
sh

ee
t f

or
 e

ac
h 

de
pa

rt
m

en
t)

F
or

m
 A

S
pa

ce
 A

de
qu

ac
y 

S
ur

ve
y

S
ec

on
da

ry
 S

ch
oo

l

O
c
t
o
b
e
r
 
1
9
_

D
at

e

P
re

pa
re

d 
by

M
. 0

 .

1
2

3
4

5
6

T
ea

ch
er

(N
am

e)
C

ou
rs

e
(N

am
e)

E
nr

ol
lm

en
ts

 b
y 

pe
rio

d
P

up
il 

en
ro

ll-
m

en
t (

T
ot

al
C

ol
. 3

)

N
um

be
r 

of
cl

as
se

s 
re

po
rt

ed
ea

ch
 c

ou
rs

e

A
ve

ra
ge

cl
as

s 
si

ze
C

ol
. 4

 ÷
 C

ol
. 5

F
irs

t
S

ec
on

d
T

hi
rd

F
ou

rt
h

F
ift

h
S

ix
th

M
i
s
s
 
H
.
 
P
.

B
o
o
k
k
e
e
p
i
n
g

2
5

1
7

1
7

2
0

2
2

-
-

1
0
1

5
2
0

M
r
.
 
V
.
 
W
.

B
u
s
i
n
e
s
s
 
A
r
i
t
h
m
e
t
i
c

1
8

-
-

-
-

-
-

-
-

-
-

1
8

1
1
8

G
e
n
e
r
a
l
 
B
u
s
i
n
e
s
s

-
-

-
-

3
2

-
-

3
5

-
-

6
7

2
3
3

S
a
l
e
s
.
 
a
n
d
 
L
a
w

-
-

1
7

1
5

-
-

3
2

2
1
6

M
r
s
.
 
D
.
 
S
.

B
u
s
i
n
e
s
s
 
M
a
c
h
i
n
e
s

2
5

1
6

-
-

-
-

1
7

2
2

8
0

4
2
0

T
y
p
i
n
g

3
6

-
-

3
6

1
3
5

M
r
.
 
G
.
 
C
.

O
f
f
i
c
e
 
P
r
a
c
t
i
c
e

1
7

1
8

2
1

1
4

-
-

7
0

4
1
8

S
h
o
r
t
h
a
n
d

9
-
-

9
1

9

M
r
.
 
L
.
 
B
.

T
y
p
i
n
g

3
5

3
6

-
-

4
0

3
5

2
2

1
6
8

5
3
4

M
r
.
 
D
.
 
C
.

S
h
o
r
t
h
a
n
d

-
-

-
-

-
-

2
3

-
-

2
3

1
2
3

T
r
a
n
s
c
r
i
p
t
i
o
n

-
-

-
-

-
-

3
3

-
-

3
3

1
3
3

T
y
p
i
n
g

3
7

3
5

-
-

-
-

3
2

1
0
4

3
3
5

M
r
.
 
L
.
 
A
.

T
y
p
i
n
g

3
6

3
7

3
4

-
-

3
2

1
3
9

4
3
0

T
o
t
a
l
 
p
e
r
i
o
d
 
e
n
r
o
l
l
m
e
n
t
s
)

1
5
7

1
6
6

1
4
0

1
5
3

1
5
6

1
0
8

8
8
0

3
4

2
6

1 
T

he
se

 to
ta

ls
 s

ho
ul

d 
be

 tr
an

sf
er

re
d 

to
 F

or
m

B
.

7



C
A

LI
F

O
R

N
IA

 S
T

A
T

E
 D

E
P

A
R

T
M

E
N

T
 O

F
 E

D
U

C
A

T
IO

N
B

U
R

E
A

U
 O

F
 S

C
H

O
O

L 
P

LA
N

N
IN

G
F

O
R

M
 B

S
P

A
C

E
 A

D
E

Q
U

A
C

Y
 S

U
R

V
E

Y

X
Y
Z

S
ch

oo
l D

is
tr

ic
t

X
Y
Z

S
ch

oo
l

B
u
s
i
n
e
s
s

D
ep

ar
tm

en
t

S
U

M
M

A
R

Y
 B

Y
 D

E
P

A
R

T
M

E
N

T
S

T
ot

al
 p

er
io

d 
en

ro
llm

en
ts

 (
C

ol
. 4

, F
or

m
 A

) 
fo

r 
al

l d
ep

ar
tm

en
ts

68
28

F
or

m
 B

S
po

ce
 A

de
qu

ac
y 

S
ur

ve
y

S
ec

on
da

ry
 S

ch
oo

l

O
c
t
o
b
e
r
 
1
9
_
_

P
re

pa
re

d 
by

_
M

.O
.

D
at

e

1
2

3
4

5
6

S
ch

oo
l s

ub
je

ct
s

.E
nr

ol
lm

en
ts

 b
y 

pe
rio

ds
(F

ro
m

 F
or

m
 A

)
T

ot
al

 p
up

il
en

ro
llm

en
ts

C
ol

. 4
, F

or
m

 A

P
er

 c
en

t C
ol

. 3
is

 o
f t

ot
al

en
ro

llm
en

ts

N
um

be
r 

of
cl

as
se

s 
re

po
rt

ed
C

ol
. 5

, F
or

m
 A

A
ve

ra
ge

 c
la

ss
 s

iz
e

C
ol

. 3
 +

 C
ol

. 5

F
irs

t
S

ec
on

d
T

hi
rd

F
ou

rt
h

F
ift

h
S

ix
th

E
n
g
l
i
s
h

L
a
n
g
u
a
g
e
s

M
a
t
h
e
m
a
t
i
c
s

B
u
s
i
n
e
s
s
 
E
d
u
c
a
t
i
o
n

T
o
t
a
l
s

1
5
7

1
6
6

1
4
0

1
5
3

1
5
6

1
0
8

8
8
0

1
2
.
8
8

3
4

2
6

B
o
o
k
k
e
e
p
i
n
g

2
5

1
7

1
7

2
0

2
2

-
-

1
0
1

1
.
4
7

5
2
0

B
u
s
i
n
e
s
s
 
A
r
i
t
h
m
e
t
i
c

1
8

-
-

-
-

-
-

-
-

1
8

.
2
6

1
1
8

B
u
s
i
n
e
s
s
 
M
a
c
h
i
n
e
s

2
5

1
6

-
-

-
-

1
7

2
2

8
0

1
.
1
7

4
2
0

G
e
n
e
r
a
l
 
B
u
s
i
n
e
s
s

-
-

-
-

3
2

-
-

3
5

2
2

6
7

.
9
8

2
3
4

O
f
f
i
c
e
 
P
r
a
c
t
i
c
e

1
7

-
-

1
8

2
1

1
4

-
-

7
0

1
.
0
2

4
1
8

S
a
l
e
s
.
 
a
n
d
 
L
a
w

-
-

1
7

-
-

1
5

-
-

-
-

3
2

.
4
6

2
1
6

S
h
o
r
t
h
a
n
d

-
-

9
-
-

2
3

-
-

-
-

3
2

.
4
6

2
1
6

T
r
a
n
s
c
r
i
p
t
i
o
n

-
-

-
-

-
-

-
-

3
3

-
-

3
3

.
4
8

1
3
3

T
y
p
i
n
g

7
2

1
0
7

7
3

7
4

3
5

8
6

4
4
7

1

6
.
5
4

1
3

3
4

8



C
A

LI
F

O
R

N
IA

S
T

A
T

E
 D

E
P

A
R

T
M

E
N

T
 O

F
 E

D
U

C
A

T
IO

N
B

U
R

E
A

U
 O

F
 S

C
H

O
O

L 
P

LA
N

N
IN

G
F

O
R

M
 C

S
P

A
C

E
 A

D
E

Q
U

A
C

Y
 S

U
R

V
E

Y

X
Y

Z
_S

ch
oo

l D
is

tr
ic

t

X
Y

Z
S

ch
oo

l

B
u
s
i
n
e
s
s

D
ep

ar
tm

en
t

6

1.
P

re
di

ct
ed

 e
nr

ol
lm

en
t

P
re

se
nt

 e
nr

ol
lm

en
t

3.
P

re
di

ct
ed

 in
cr

ea
se

2
0
0
0

1
6
5
0

3
5
0

da
te

1
9
6
5

4.
W

or
ki

ng
 fa

ct
or

 (
Li

ne
 1

 -
: L

in
e 

2)
1
.
2
1

F
or

m
 C

S
pa

ce
 A

de
qu

ac
y 

S
ur

ve
y

S
ec

on
da

ry
 S

ch
oo

l

O
c
t
o
b
e
r
 
1
9
_

D
at

e

P
re

pa
re

d 
by

M
. 0

.

1
2

3
4

5
6

7
8

9

S
ch

oo
l s

ub
je

ct
s

C
ur

re
nt

pu
pi

l-p
er

io
d

en
ro

llm
en

ts
(C

ol
. 3

, F
or

m
 B

)

A
ve

ra
ge

cl
as

s 
si

ze
(d

is
tr

ic
t

po
lic

y)

C
la

ss
 g

ro
up

s
re

qu
ire

d
(C

ol
. 2

 +
 C

ol
. 3

)

C
la

ss
 g

ro
up

s
re

qu
ire

d 
fo

r
pr

ed
ic

te
d

en
ro

llm
en

t
(C

ol
. 4

 X
 fa

ct
or

)

T
ea

ch
in

g 
sp

ac
e

ne
ed

s 
co

m
pu

te
d

fo
r 

pr
ed

ic
te

d
en

ro
llm

en
t

(C
ol

. 5
+

 6
)

T
ea

ch
in

g
sp

ac
e 

ne
ed

s
ad

ju
st

ed
 b

y
co

nf
er

en
ce

N
um

be
r 

of
ad

eq
ua

te
te

ac
hi

ng
sp

ac
es

 n
ow

av
ai

la
bl

e

N
um

be
r 

of
ad

di
tio

na
l

te
ac

hi
ng

 s
pa

ce
s

re
co

m
m

en
de

d

E
n
g
l
i
s
h

L
o
.
n
g
u
a
g
e
s

.
.
.
.
.

.

B
u
s
i
n
e
s
s
 
E
d
u
c
a
t
i
o
n

T
o
t
a
l
s

8
8
0

2
8

3
2

3
9

6
.
5

7
-
-

7

N
um

be
r 

of
 te

ac
hi

ng
 p

er
io

ds
 in

 d
oi

ly
 s

ch
ed

ul
e_

9



..M
ill

ig
ni

al
IM

M
...

1.
4.

11
11

11
1.

11
11

11
11

W
IN

IN
IM

M
Fa

m
m

aa
rn

iM
M

E
M

IN
--

-^
,

C
A

LI
F

O
R

N
IA

 S
T

A
T

E
 D

E
P

A
R

T
M

E
N

T
 O

F
 E

D
U

C
A

T
IO

N
B

U
R

E
A

U
 O

F
 S

C
H

O
O

L 
P

LA
N

N
IN

G
F

O
R

M
 D

S
P

A
C

E
 A

D
E

Q
U

A
C

Y
 S

U
R

V
E

Y

X
Y
Z

Sc
ho

ol
 D

is
tr

ic
t

X
Y
Z

Sc
ho

ol

B
u
s
i
n
e
s
s

D
e
p
a
r
t
m
e
n
t

F
or

m
 D

S
pa

ce
 A

de
qu

ac
y 

S
ur

ve
y

S
ec

on
da

ry
 S

ch
oo

l

O
c
t
o
b
e
r
 
1
9
_
_

D
at

e

M
.
 
0

M
.
O
.

P
re

pa
re

d 
by

B
U

IL
D

IN
G

 A
R

E
A

 A
S

S
IG

N
M

E
N

T
 S

U
P

P
LE

M
E

N
T

IN
G

S
P

A
C

E
 A

D
E

Q
U

A
C

Y
 S

U
R

V
E

Y

D
ep

or
tm

en
t

T
ea

ch
in

g 
sp

ac
es

(F
or

m
 C

, C
ol

. 7
)

D
es

cr
ip

tio
n 

of
 te

ac
hi

ng
 s

pa
ce

s
N

et
 s

q.
 f

t. 
as

si
gn

ed

B
u
s
i
n
e
s
s
 
E
d
u
c
a
t
i
o
n

7
1
 
-
 
G
e
n
e
r
a
l
 
C
l
a
s
s
r
o
o
m
 
a
n
d

M
e
r
c
h
a
n
d
i
s
i
n
g
 
C
l
a
s
s
r
o
o
m

1
2
7
8

3
 
-
 
T
y
p
e
w
r
i
t
i
n
g
 
(
3
 
4
 
1
0
8
0
 
s
q
.
 
f
t
.
)

3
2
4
0

1
 
-
 
B
u
s
i
n
e
s
s
 
M
a
c
h
i
n
e
s
 
L
a
b
o
r
a
t
o
r
y

1
5
6
0

1
 
-
 
O
f
f
i
c
e
 
P
r
a
c
t
i
c
e

1
2
0
0

1
 
-
 
B
o
o
k
k
e
e
p
i
n
g

1
0
8
0

T
o
t
a
l

8
3
5
8



SP
E

C
IA

L
 C

O
N

SI
D

E
R

A
T

IO
N

S 
IN

 P
L

A
N

N
IN

G
B

U
SI

N
E

SS
 E

D
U

C
A

T
IO

N
 F

A
C

IL
IT

IE
S

B
us

in
es

s 
ed

uc
at

io
n 

fa
ci

lit
ie

s 
sh

ou
ld

 b
e 

de
si

gn
ed

 to
 f

ac
ili

ta
te

th
e

pl
an

ne
d 

pr
og

ra
m

 o
f 

in
st

ru
ct

io
n,

 b
ut

 in
 d

es
ig

ni
ng

 th
em

fu
ll 

at
te

nt
io

n
sh

ou
ld

 b
e 

gi
ve

n 
to

 a
 d

es
ig

n 
th

at
 p

er
m

its
 e

ss
en

tia
l c

ha
ng

es
in

 th
e

pr
og

ra
m

su
bj

ec
t c

ha
ng

es
, c

la
ss

ro
om

 p
ra

ct
ic

es
, a

nd
 in

st
ru

ct
io

na
l

pr
oc

ed
ur

es
. I

t s
ho

ul
d 

th
en

 b
e 

po
ss

ib
le

 to
 c

ha
ng

e 
ro

om
 a

rr
an

ge
m

en
ts

to
 a

cc
om

m
od

at
e 

in
cr

ea
se

d 
en

ro
llm

en
ts

an
d 

to
 in

tr
od

uc
e 

pr
og

ra
m

ch
an

ge
s 

at
 m

in
im

um
 c

os
t a

nd
 in

co
nv

en
ie

nc
e.

T
he

 b
us

in
es

s 
ed

uc
at

io
n 

un
it 

sh
ou

ld
 b

e 
lo

ca
te

d 
w

he
re

th
e 

no
is

e
ca

us
ed

 b
y 

of
fi

ce
 m

ac
hi

ne
 o

pe
ra

tio
ns

 w
ill

 n
ot

 d
is

tu
rb

 c
la

ss
es

in
 o

th
er

ro
om

s:
 a

ct
iv

iti
es

 o
th

er
 th

an
th

os
e 

of
 r

eg
ul

ar
 c

la
ss

es
 c

on
du

ct
ed

 in
th

em
 c

an
 b

e 
ea

si
ly

 s
up

er
vi

se
d:

 a
nd

 th
ey

 c
an

 b
e 

us
ed

 to
ad

va
nt

ag
e

fo
r 

sc
ho

ol
 a

ct
iv

iti
es

 s
uc

h 
as

 e
di

tin
g 

th
e 

sc
ho

ol
 n

ew
sp

ap
er

 a
nd

 a
n-

nu
al

. I
f 

ad
ul

t e
ve

ni
ng

 c
la

ss
es

 a
re

 to
 b

e 
ta

ug
ht

, t
he

 u
ni

t
sh

ou
ld

 b
e

lo
ca

te
d 

so
 th

at
 it

 is
 r

ea
di

ly
 a

cc
es

si
bl

e 
fr

om
 th

e 
pa

rk
in

g 
ar

ea
s.

S
in

ce
 s

ec
re

ta
ria

l d
ut

ie
s 

fr
eq

ue
nt

ly
 in

-
vo

lv
e 

th
e 

us
e 

of
 v

oi
ce

 d
ic

ta
tio

n 
m

a-
ch

in
es

, t
he

 b
us

in
es

s 
ed

uc
at

io
n 

fa
ci

lit
ie

s
sh

ou
ld

 p
ro

vi
de

 o
pp

or
tu

ni
ty

 fo
r 

st
ud

en
ts

to
 h

av
e 

ex
pe

rie
nc

e 
w

ith
 th

e 
va

rio
us

ty
pe

s 
of

 m
ac

hi
ne

s 
us

ed
 in

 b
us

in
es

s.

4%
.1

%
C

.A
tt

.

T
he

 to
ta

l n
um

be
r 

of
 r

oo
m

s 
re

qu
ir

ed
 f

or
 b

us
in

es
s 

ed
uc

at
io

n 
an

d
th

e 
nu

m
be

r 
of

 r
oo

m
s 

re
qu

ir
ed

 f
or

 e
ac

h 
su

bj
ec

t w
ill

 b
e

de
te

rm
in

ed
by

 th
e 

sp
ac

e 
ad

eq
ua

cy
 s

ur
ve

y.
 T

he
 s

iz
e 

an
d 

ar
ra

ng
em

en
t

of
 th

e
ro

om
s 

w
ill

 b
e 

de
te

rm
in

ed
 o

n 
th

e
ba

si
s 

of
 th

e 
ty

pe
s 

of
 in

st
ru

ct
io

n 
to

be
 o

ff
er

ed
 a

nd
 th

e 
eq

ui
pm

en
t r

eq
ui

re
d 

fo
r

in
st

ru
ct

io
na

l p
ur

po
se

s
an

d 
pr

ac
tic

e.
C

la
ss

ro
om

 s
pa

ce
 a

llo
ca

tio
ns

 s
ho

ul
d 

pr
ov

id
e 

fo
r 

th
e 

fo
llo

w
in

g:
In

di
vi

du
al

 s
tu

de
nt

 ta
bl

es
 a

t l
ea

st
24

in
ch

es
 w

id
e 

by
 3

6 
in

ch
es

lo
ng

. S
pa

ce
 b

et
w

ee
n 

st
ud

en
t s

ta
tio

ns
 a

pp
ro

xi
m

at
el

y 
30

in
ch

es
 in

w
id

th
.

A
n 

ar
ea

 a
pp

ro
xi

m
at

el
y 

9 
fe

et
 in

 d
ep

th
 a

nd
 1

2 
fe

et
 in

w
id

th
 f

or
th

e 
te

ac
he

r's
 d

es
k,

 s
ea

tin
g,

 a
nd

 e
ss

en
tia

l c
le

ar
an

ce
.

In
 s

om
e 

in
-

st
an

ce
s 

a 
de

m
on

st
ra

tio
n 

st
an

d 
eq

ui
pp

ed
w

ith
 a

n 
el

ec
tr

ic
al

 o
ut

le
t

m
ay

 b
e 

lo
ca

te
d 

in
 th

is
 a

re
a.

11
11

10
00

.

kk
kk

a
kk

k%

pe
.



B
us

in
es

s 
ed

uc
at

io
n 

co
ur

se
s

m
ay

 b
e

ta
ug

ht
 b

y

a 
te

am
 o

ft
ea

ch
er

s.
 B

y 
us

in
g 

th
is

m
et

ho
d 

of
in

st
ru

ct
io

n 
tw

o 
or

 m
or

e
te

ac
he

rs
 p

la
n 

th
e

in
st

ru
ct

io
na

l p
ro

gr
am

of
 th

e 
co

ur
se

. E
ac

h
te

ac
he

r 
as

su
m

es
re

sp
on

si
bi

lit
y 

fo
r 

pr
es

en
tin

g

ce
rt

ai
n 

di
ffe

re
nt

ph
as

es
 o

f t
he

 la
rg

e 
gr

ou
p

in
st

ru
ct

io
n,

 a
nd

 a
ll

sh
ar

e 
re

sp
on

si
bi

lit
y

fo
r

sm
al

l g
ro

up
 in

st
ru

ct
io

n
an

d 
su

pe
rv

is
in

g
in

di
-

vi
du

al
 s

tu
dy

.

14
. ,

- 
-

..1
11

11
0

,



E
D

U
C

A
T

IO
N

A
L

Sc
ho

ol
 f

ac
ili

tie
s 

sh
ou

ld
 b

e 
pl

an
ne

d 
so

 th
at

 th
ey

 p
ro

vi
de

 f
or

 th
e

su
cc

es
sf

ul
 o

pe
ra

tio
n 

of
 th

e 
pr

og
ra

m
 o

f 
ed

uc
at

io
n 

th
at

 is
 to

 b
e 

of
-

fe
re

d.
 I

t i
s 

th
er

ef
or

e 
ne

ce
ss

ar
y 

fo
r 

th
os

e 
re

sp
on

si
bl

e 
fo

r 
th

e
pr

o-
gr

am
 to

 p
ro

vi
de

 a
 c

om
pl

et
e 

an
d 

de
ta

ile
d 

de
sc

ri
pt

io
n 

of
 it

. T
hi

s
de

sc
ri

pt
io

n 
sh

ou
ld

 b
e 

in
tr

od
uc

ed
 b

y 
a 

st
at

em
en

t r
eg

ar
di

ng
 th

e 
ad

-
m

in
is

tr
at

iv
e 

pr
oc

ed
ur

es
 th

at
 w

ill
 b

e 
ca

rr
ie

d 
on

 in
 th

e 
fa

ci
lit

ie
s 

an
d

th
e 

sp
ec

ia
l s

er
vi

ce
s 

th
at

 w
ill

 b
e 

of
fe

re
d.

 T
he

 p
ra

ct
ic

es
 e

m
pl

oy
ed

 in
pr

ov
id

in
g 

se
rv

ic
es

 f
or

 w
hi

ch
 s

pe
ci

al
 f

ac
ili

tie
s 

ar
e 

re
qu

ir
ed

 s
ho

ul
d

be
 d

es
cr

ib
ed

 in
 d

et
ai

l
T

hi
s 

in
tr

od
uc

tio
n 

sh
ou

ld
 b

e 
fo

llo
w

ed
 b

y
de

sc
ri

pt
io

ns
 o

f 
ea

ch
 p

ha
se

 o
f 

th
e 

to
ta

l p
ro

gr
am

 o
f 

ed
uc

at
io

n.
 E

ac
h

In
st

ru
ct

io
n 

an
d 

su
gg

es
tio

ns
 fo

r 
go

od
of

fic
e 

pr
ac

tic
es

 s
ho

ul
d 

be
 d

is
pl

ay
ed

w
he

re
 th

ey
 m

ay
 b

e 
vi

ew
ed

 b
y 

st
ud

en
ts

ov
er

 r
ea

so
na

bl
y 

lo
ng

 p
er

io
ds

 o
f t

im
e.

B
ul

le
tin

 b
oa

rd
s 

fo
r 

th
is

 p
ur

po
se

 s
ho

ul
d

be
 p

ro
vi

de
d.

SP
E

C
IF

IC
A

T
IO

N
S

pa
rt

 o
f 

th
e 

pr
og

ra
m

 c
an

 th
en

 b
e 

st
ud

ie
d 

se
pa

ra
te

ly
 a

nd
 in

 r
el

at
io

n
to

 a
ll 

its
 o

th
er

 p
ar

ts
. T

he
 in

fo
rm

at
io

n 
th

at
 m

ay
 b

e 
as

se
m

bl
ed

th
ro

ug
h 

th
is

 s
tu

dy
 s

ho
ul

d 
m

ak
e 

ap
pa

re
nt

 to
 th

os
e 

re
sp

on
si

bl
e 

fo
r

pl
an

ni
ng

 th
e 

re
qu

ir
ed

 f
ac

ili
tie

s 
th

e 
ty

pe
 o

f 
fa

ci
lit

ie
s 

th
at

ar
e 

ne
ed

ed
fo

r 
ea

ch
 p

ha
se

, a
nd

 w
ay

s 
in

 w
hi

ch
 s

ha
re

d
us

e 
m

ay
 b

e 
m

ad
e 

of
 c

er
-

ta
in

 f
ac

ili
tie

s,
 s

uc
h 

as
 r

eg
ul

ar
 c

la
ss

ro
om

s,
 m

im
eo

gr
ap

hi
ng

ro
om

s,
an

d 
th

e 
lik

e.
 T

hi
s 

is
 o

ne
 m

ea
ns

 w
he

re
by

 th
e 

fa
ci

lit
ie

s
m

ay
 b

e
pl

an
ne

d 
so

 a
s 

to
 p

er
m

it 
th

e 
fl

ex
ib

ili
ty

 in
pr

og
ra

m
 p

la
nn

in
g 

th
at

 is
re

qu
ir

ed
 in

 k
ee

pi
ng

 e
ac

h 
ph

as
e 

of
 th

e
pr

og
ra

m
 a

br
ea

st
 o

f 
cu

rr
en

t
de

ve
lo

pm
en

ts
.

1.
-

T
O

 U
3 

D
O

T
O

 u

H
E

L
PE

D

PO
ST

U
R

E

0 
v 

E
.R

 D
 R

5

s1

1'
 m

it
(f

ir
m

ra
P

A
N

Y
O

N
E



P
ro

vi
si

on
 s

ho
ul

d 
be

 m
ad

e 
fo

r
st

ud
en

ts
 to

le
ar

n 
ho

w
 to

 u
se

 th
e 

va
rio

us
 ty

pe
s

of
 r

ep
ro

-
du

ci
ng

 m
ac

hi
ne

s 
co

m
m

on
ly

 u
se

d 
in

 b
us

in
es

s.
T

he
re

 s
ho

ul
d 

be
 p

ro
vi

si
on

 fo
r 

pr
ac

tic
e 

in
us

in
g 

su
ch

 m
ac

hi
ne

s 
as

 th
e

m
im

eo
gr

ap
h,

 th
e

flu
id

 p
ro

ce
ss

 d
up

lic
at

or
, a

nd
 th

e
m

ul
til

ith
.

11
11

.

H
IK

E



E
D

U
C

A
T

IO
N

A
L

 S
PE

C
IF

IC
A

T
IO

N
S 

FO
R

 B
U

SI
N

E
SS

 E
D

U
C

A
T

IO
N

T
he

 e
du

ca
tio

na
l s

pe
ci

fi
ca

tio
ns

 f
or

 e
ac

h 
ph

as
e 

of
 th

e 
ed

uc
at

io
n

pr
og

ra
m

 s
ho

ul
d 

be
 in

tr
od

uc
ed

 b
y 

a 
st

at
em

en
t o

f 
th

e 
ob

je
ct

'
th

at
 a

re
 e

m
ph

as
iz

ed
. T

he
 o

bj
ec

tiv
es

 f
or

 B
us

in
es

s 
E

be
 s

ta
te

d 
as

 f
ol

lo
w

s:

ve
s

du
ca

tio
n 

m
ay

T
o 

pr
ov

id
e 

op
po

rt
un

ity
 f

or
 a

ll 
st

ud
en

ts
 to

 e
xt

en
d 

an
d 

en
ri

ch
 th

ei
r 

ba
ck

-
gr

ou
nd

s 
of

 g
en

er
al

 e
du

ca
tio

n.
 e

sp
ec

ia
lly

 th
os

e 
ph

as
es

 th
at

 p
er

ta
in

 to
na

tio
na

l a
nd

 w
or

ld
 e

co
no

m
y 

an
d 

cu
rr

en
t b

us
in

es
s 

pr
ac

tic
es

T
o 

pr
ov

id
e 

fo
r 

st
ud

en
ts

 w
ho

 w
is

h 
to

 a
cc

ep
t e

m
pl

oy
m

en
t i

n 
bu

si
ne

ss
 a

ft
er

th
ey

 h
av

e 
gr

ad
ua

te
d 

fr
om

 h
ig

h 
sc

ho
ol

 th
e 

op
po

rt
un

ity
 th

ey
 n

ee
d 

to
 a

c-
qu

ir
e 

th
e 

sk
ill

s.
 in

fo
rm

at
io

n,
 a

nd
 u

nd
er

st
an

di
ng

 e
ss

en
tia

l t
o 

su
ch

 e
m

pl
oy

-
m

en
t

T
o 

pr
ov

id
e 

fo
r 

st
ud

en
ts

 w
ho

 w
is

h 
to

 b
ec

om
e 

in
cr

ea
si

ng
ly

 p
ro

fi
ci

en
t i

n 
co

n-
du

ct
in

g 
th

ei
r 

pe
rs

on
al

 a
ff

ai
rs

 th
e 

op
po

rt
un

ity
 th

ey
 n

ee
d 

to
 a

cq
ui

re
 th

e
sk

ill
s.

 in
fo

rm
at

io
n.

 a
nd

 u
nd

er
st

an
di

ng
 n

ee
de

d

T
o 

pr
ov

id
e 

fo
r 

st
ud

en
ts

 w
ho

 w
is

h 
to

 p
ur

su
e 

a 
co

lle
ge

 c
ou

rs
e 

in
 b

us
in

es
s 

th
e

op
po

rt
un

ity
 th

ey
 n

ee
d 

to
 a

cq
ui

re
 th

e 
sk

ill
s,

 in
fo

rm
at

io
n,

 a
nd

 u
nd

er
st

an
d-

in
g 

th
at

 w
ill

 h
el

p 
th

em
 to

 p
ro

fi
t m

os
t f

ul
ly

 f
ro

m
 th

ei
r 

co
lle

ge
 tr

ai
ni

ng

T
he

 o
bj

ec
tiv

es
 f

or
 e

ac
h 

ph
as

e 
of

 th
e 

to
ta

l p
ro

gr
am

 s
ho

ul
d 

be
fo

llo
w

ed
 b

y 
a 

lis
t o

f 
th

e 
su

bj
ec

ts
 th

at
 a

re
 ta

ug
ht

 to
 m

ak
e 

th
e

ob
je

ct
iv

es
 a

tta
in

ab
le

. T
he

 f
ol

lo
w

in
g 

su
bj

ec
ts

 a
re

 g
en

er
al

ly
 o

ff
er

ed
in

 a
 w

el
l-

ro
un

de
d 

B
us

in
es

s 
E

du
ca

tio
n 

pr
og

ra
m

:

T
yp

ew
ri

tin
g

Sh
or

th
an

d
B

oo
kk

ee
pi

ng
R

ec
or

dk
ee

pi
ng

G
en

er
al

 B
us

in
es

s
C

le
ri

ca
l P

ra
ct

ic
e

Se
cr

et
ar

ia
l P

ra
ct

ic
e

B
us

in
es

s 
M

ac
hi

ne
s

M
er

ch
an

di
si

ng
B

us
in

es
s 

L
aw

E
co

no
m

ic
s

Sa
le

sm
an

sh
ip

B
us

in
es

s 
E

ng
lis

h
B

us
in

es
s 

M
at

he
m

at
ic

s

T
he

 li
st

 o
f 

su
bj

ec
ts

 o
ff

er
ed

 in
 e

ac
h 

ph
as

e 
of

 th
e 

pr
og

ra
m

 s
ho

ul
d

be
 f

ol
lo

w
ed

 b
y 

a 
de

sc
ri

pt
io

n 
of

 th
e 

eq
ui

pm
en

t u
se

d 
an

d 
in

st
ru

c-
tio

na
l p

ro
ce

du
re

s 
em

pl
oy

ed
 in

 te
ac

hi
ng

 e
ac

h 
su

bj
ec

t. 
T

hi
s 

de
sc

ri
p-

tio
n 

sh
ou

ld
 b

e 
in

tr
od

uc
ed

 b
y 

a 
st

at
em

en
t o

f 
th

e 
ob

je
ct

iv
es

 to
 b

e

st
re

ss
ed

. T
he

n 
th

e 
in

st
ru

ct
io

na
l p

ro
ce

du
re

s 
sh

ou
ld

 b
e 

ou
tli

ne
d 

an
d

th
e 

sp
ec

ia
l e

qu
ip

m
en

t o
r 

pr
ov

is
io

ns
 n

ee
de

d 
en

um
er

at
ed

. F
or

 e
xa

m
-

pl
e 

th
e 

su
bj

ec
t, 

B
us

in
es

s 
M

ac
hi

ne
s 

m
ay

 b
e 

de
sc

ri
be

d 
as

fo
llo

w
s:

O
B

JE
C

T
IV

E
S

T
o 

pr
ov

id
e 

op
po

rt
un

ity
 f

or
 s

tu
de

nt
s 

(1
) 

to
 b

ec
om

e 
in

fo
rm

ed
re

ga
rd

in
g 

th
e 

va
ri

ou
s 

us
es

 m
ad

e 
of

 b
us

in
es

s 
m

ac
hi

ne
s;

(2
) 

to
be

co
m

e 
in

fo
rm

ed
 r

eg
ar

di
ng

 th
e 

va
ri

ou
s 

ty
pe

s 
of

 b
us

in
es

s
m

ac
hi

ne
s

th
at

 m
ay

 b
e 

us
ed

 f
or

 d
if

fe
re

nt
 p

ur
po

se
s;

 a
nd

 (
3)

 to
 a

cq
ui

re
sk

ill
in

 o
pe

ra
tin

g 
bu

si
ne

ss
 m

ac
hi

ne
s 

w
ith

 th
e 

de
gr

ee
 o

f
pr

of
ic

ie
nc

y
ne

ed
ed

 in
 b

us
in

es
s 

em
pl

oy
m

en
t.

IN
ST

R
U

C
T

IO
N

A
L

 P
R

O
C

E
D

U
R

E
S

1.
 I

nt
ro

du
ct

io
ns

 to
 e

ac
h 

ph
as

e 
of

 th
e 

su
bj

ec
t a

nd
al

l i
nf

or
m

a-
tio

n 
of

 g
en

er
al

 in
te

re
st

 to
 th

e 
cl

as
s 

is
 p

re
se

nt
ed

 to
 th

e 
gr

ou
p

as
 a

 w
ho

le
.

2.
 C

la
ss

 in
st

ru
ct

io
n 

is
 f

ol
lo

w
ed

 b
y 

di
vi

di
ng

 th
e 

st
ud

en
ts

in
to

gr
ou

ps
 a

nd
 a

ss
ig

ni
ng

 e
ac

h 
gr

ou
p 

w
or

k
w

ith
 a

 p
ar

tic
ul

ar
 ty

pe
of

 m
ac

hi
ne

. T
he

 g
ro

up
s 

ar
e 

th
en

 a
lte

rn
at

ed
 a

t i
nt

er
va

ls
 u

nt
il

th
e 

st
ud

en
ts

 in
 e

ac
h 

gr
ou

p 
ha

ve
 h

ad
 e

xp
er

ie
nc

e 
in

 o
pe

ra
tin

g
ea

ch
 ty

pe
 o

f 
m

ac
hi

ne
.

3.
 A

ft
er

 th
e 

st
ud

en
ts

 in
 a

 g
ro

up
 h

av
e 

ha
d 

ex
pe

ri
en

ce
 in

 o
pe

r-
at

in
g 

a 
pa

rt
ic

ul
ar

 ty
pe

 o
f 

m
ac

hi
ne

, p
ro

vi
si

on
 is

 m
ad

e 
fo

r 
th

em
to

 p
ra

ct
ic

e 
us

in
g 

th
e 

m
ac

hi
ne

 in
 o

th
er

 th
an

 th
e 

re
gu

la
r

cl
as

s
pe

ri
od

.

4.
 A

s 
st

ud
en

ts
 a

cq
ui

re
 th

e 
pr

of
ic

ie
nc

y 
in

 o
pe

ra
tin

g 
th

e
m

ac
hi

ne
th

at
 is

 n
ee

de
d 

fo
r 

do
in

g 
ce

rt
ai

n 
ty

pe
s 

of
 w

or
k 

th
ey

 a
re

 a
s-

si
gn

ed
 c

er
ta

in
 jo

bs
. F

or
 e

xa
m

pl
e,

 s
tu

de
nt

s 
m

ay
 b

e 
as

si
gn

ed
*l

ie
 ta

sk
 o

f 
re

pr
od

uc
in

g 
co

py
 f

or
 v

ar
io

us
 te

ac
he

rs
, s

ch
oo

l a
n-

no
un

ce
m

en
ts

, a
nd

 c
er

ta
in

 m
at

er
ia

l n
ee

de
d 

in
 th

e 
sc

ho
ol

of
fi

ce
.

15



C
er

ta
in

 o
f 

th
es

e 
ta

sk
s 

m
ay

 b
e 

co
m

pl
et

ed
du

ri
ng

 th
e 

cl
as

s
pe

ri
od

, o
th

er
s 

m
ay

 b
e 

st
ar

te
d 

du
ri

ng
 th

e 
cl

as
s

pe
ri

od
 a

nd
 th

en
co

m
pl

et
ed

 a
t o

th
er

 ti
m

es
, a

nd
 o

th
er

s 
m

ay
 b

e
st

ar
te

d 
an

d 
co

m
-

pl
et

ed
 o

ut
si

de
 th

e 
cl

as
s 

pe
ri

od
.

M
A

C
H

IN
E

S 
U

SE
D

M
an

ua
l t

yp
ew

ri
te

rs
E

le
ct

ri
c 

ty
pe

w
ri

te
rs

T
en

-k
ey

 a
dd

in
g 

m
ac

hi
ne

s
Fu

ll 
ke

yb
oa

rd
 a

dd
in

g 
m

ac
hi

ne
B

oo
kk

ee
pi

ng
 m

ac
hi

ne
s

T
ra

ns
cr

ib
in

g 
m

ac
hi

ne
s

D
ic

ta
tin

g 
m

ac
hi

ne
s

Pr
in

tin
g 

ca
lc

ul
at

or
s

R
ot

ar
y 

ca
lc

ul
at

or
s

K
ey

-d
ri

ve
n 

ca
lc

ul
at

or
s

K
ey

 p
un

ch
 w

ith
 s

ta
nd

M
im

eo
gr

ap
h 

w
ith

 s
ta

nd
Fl

ui
d 

du
pl

ic
at

or
 w

ith
 s

ta
nd

M
im

eo
sc

op
e 

w
ith

 s
ta

nd

M
an

y 
of

 th
e 

m
ac

hi
ne

s 
us

ed
 a

re
 e

le
ct

ri
ca

lly
dr

iv
en

, a
nd

 m
os

t o
f

th
em

 a
re

 o
pe

ra
te

d 
at

 th
e 

st
ud

en
ts

'
st

at
io

ns
 a

s 
w

el
l a

s 
in

 s
pe

ci
fi

ed
ar

ea
s 

of
 th

e 
cl

as
sr

oo
m

.
E

le
ct

ri
c 

ou
tle

ts
 a

re
 r

eq
ui

re
d.

FU
R

N
IT

U
R

E
 U

SE
D

D
es

ks
 o

r 
ta

bl
es

 a
nd

 c
ha

ir
s 

fo
r 

st
ud

en
ts

Fi
lin

g 
ca

bi
ne

t
D

em
on

st
ra

tio
n 

st
an

d
D

es
k 

an
d 

ch
ai

r 
fo

r 
te

ac
he

r

M
A

T
E

R
IA

L
S 

ST
O

R
E

D
Pa

pe
r,

 ta
pe

, c
ar

ds
, i

nk
, a

nd
 o

th
er

 s
up

pl
ie

s 
us

ed
 in

op
er

at
in

g 
th

e
va

ri
ou

s 
ty

pe
s 

of
 m

ac
hi

ne
s,

 in
 s

uf
fi

ci
en

t a
m

ou
nt

s 
fo

r 
a

m
on

th

St
ud

en
ts

' u
nc

om
pl

et
ed

 w
or

k
M

at
er

ia
ls

 r
eq

ui
re

d 
fo

r 
m

ai
nt

ai
ni

ng
 m

ac
hi

ne
s 

in
 c

on
di

tio
n

re
qu

ir
ed

fo
r 

op
er

at
io

nr
ag

s,
 c

le
an

in
g 

fl
ui

ds
, a

nd
 th

e 
lik

e

IN
FO

R
M

A
T

IO
N

 A
N

D
 M

A
T

E
R

IA
L

S 
D

IS
PL

A
Y

E
D

In
st

ru
ct

io
ns

 a
re

 f
re

qu
en

tly
 p

re
se

nt
ed

 o
n 

th
e 

ch
al

kb
oa

rd
.S

om
et

im
es

,
se

pa
ra

te
 s

et
s 

fo
r 

th
e 

op
er

at
io

n 
of

 th
e

va
ri

ou
s 

m
ac

hi
ne

s 
ar

e 
m

ai
n-

ta
in

ed
 f

or
 s

ev
er

al
 d

ay
s.

16

.4
4

D
ra

w
er

s 
pr

ov
id

e 
th

e 
be

st
 s

to
ra

ge
 s

pa
ce

 fo
r 

ce
rt

ai
n 

ty
pe

s
of

 in
st

ru
ct

io
na

l m
at

er
ia

ls
.

A
nn

ou
nc

em
en

ts
 o

f 
sc

ho
ol

 a
ct

iv
iti

es
 a

nd
 o

f 
ac

tiv
iti

es
 a

nd
 d

ev
el

op
-

m
en

ts
 o

f 
sp

ec
ia

l c
on

ce
rn

 to
 b

us
in

es
s 

ed
uc

at
io

n
st

ud
en

ts
 a

re
 d

is
-

pl
ay

ed
 o

n 
a 

bu
lle

tin
 b

oa
rd

.

A
U

D
IO

-V
IS

U
A

L
 R

E
Q

U
IR

E
M

E
N

T
S

Pr
ov

is
io

n 
sh

ou
ld

 b
e 

m
ad

e 
fo

r 
th

e 
us

e 
of

 a
ud

io
-v

is
ua

l e
qu

ip
m

en
t

su
ch

 a
s 

th
e 

ta
pe

 r
ec

or
de

rs
, p

ho
no

gr
ap

hs
, o

ve
rh

ea
d 

pr
oj

ec
to

rs
,m

ov
ie

an
d 

sl
id

e 
pr

oj
ec

to
rs

, a
nd

 te
le

vi
si

on
 w

hi
ch

 c
ou

ld
 b

e 
us

ed
 to

ad
va

n-
ta

ge
 in

 c
la

ss
ro

om
 in

st
ru

ct
io

n.



C
L

E
A

N
-U

P 
R

E
Q

U
IR

E
M

E
N

T
S 

FO
R

 S
T

U
D

E
N

T
S

C
er

ta
in

 m
ac

hi
ne

 o
pe

ra
tio

ns
, e

sp
ec

ia
lly

 th
os

e 
of

 d
up

lic
at

in
g 

m
a-

ch
in

es
, a

re
 s

uc
h 

th
at

 f
ac

ili
tie

s 
fo

r 
w

as
hi

ng
 h

an
ds

 a
re

 u
se

d 
fr

e-
qu

en
tly

. A
ls

o 
in

 g
et

tin
g 

ce
rt

ai
n 

m
ac

hi
ne

s 
re

ad
y 

fo
r 

us
e 

th
e 

w
or

k
is

 s
uc

h 
th

at
 th

e 
op

er
at

or
 m

us
t w

as
h 

hi
s 

ha
nd

s 
be

fo
re

 th
e 

ac
tu

al
op

er
at

io
n 

m
ay

 b
e 

st
ar

te
d.

L
IG

H
T

IN
G

 R
E

Q
U

IR
E

D
Sa

fe
ty

 a
nd

 e
ff

ic
ie

nc
y 

in
 o

pe
ra

tin
g 

bu
si

ne
ss

 m
ac

hi
ne

s 
re

qu
ir

e
lig

ht
-

in
g 

co
nd

iti
on

s 
th

at
 p

er
m

it 
go

od
 v

is
io

n 
an

d 
th

at
 a

re
 c

on
du

ci
ve

 to
 e

ye
co

m
fo

rt
.

SU
PE

R
V

IS
IO

N
St

ud
en

ts
 a

re
 s

up
er

vi
se

d 
w

hi
le

 th
ey

 a
re

 d
oi

ng
 r

eg
ul

ar
 c

la
ss

ro
om

as
si

gn
m

en
ts

, p
ra

ct
ic

in
g,

 a
nd

 p
ro

du
ct

io
n 

w
or

k.

PR
O

V
IS

IO
N

S 
FO

R
 S

T
U

D
E

N
T

 P
R

A
C

T
IC

E
Si

nc
e 

st
ud

en
ts

 a
re

 r
eq

ui
re

d 
to

 p
ra

ct
ic

e 
m

ac
hi

ne
 o

pe
ra

tio
ns

 o
ut

-
si

de
 th

ei
r 

re
gu

la
r 

cl
as

s 
pe

ri
od

s,
 p

ro
vi

si
on

s 
m

ay
 b

e 
ne

ed
ed

fo
r 

th
e

st
ud

en
ts

 to
 p

ra
ct

ic
e 

at
 a

 ti
m

e 
w

he
n 

th
e 

re
gu

la
r 

cl
as

sr
oo

m
 is

be
in

g
us

ed
 f

or
 c

la
ss

es
. T

he
 e

xt
en

t o
f 

th
es

e 
pr

ov
is

io
ns

 w
ill

 d
ep

en
d 

up
on

th
e 

nu
m

be
r 

of
 p

er
io

ds
 th

e 
cl

as
sr

oo
m

 is
 u

se
d 

fo
r 

cl
as

se
s.

 W
he

n 
th

es
e

pr
ov

is
io

ns
 a

re
 m

ad
e,

 c
on

si
de

ra
tio

n 
sh

ou
ld

 b
e 

gi
ve

n 
to

 lo
ca

tin
g 

th
e

pr
ac

tic
e 

ar
ea

 w
he

re
 it

 c
an

 b
e 

su
pe

rv
is

ed
 b

y 
th

e 
te

ac
he

r 
w

ith
 r

ea
so

n-
ab

le
 e

as
e.

PR
O

V
IS

IO
N

S 
FO

R
 P

R
O

D
U

C
T

IO
N

 W
O

R
K

If
 m

at
er

ia
l f

or
 th

e 
sc

ho
ol

 o
ff

ic
e 

an
d 

te
ac

he
rs

 is
 to

 b
e 

pr
oc

es
se

d
in

 th
e 

fa
ci

lit
ie

s 
fo

r 
B

us
in

es
s 

M
ac

hi
ne

s,
 th

e 
re

qu
ir

ed
eq

ui
pm

en
t

sh
ou

ld
 b

e 
lo

ca
te

d 
w

he
re

 it
s 

us
e 

w
ill

 n
ot

 c
au

se
 u

nn
ec

es
sa

ry
 d

is
tu

rb
-

an
ce

 o
f 

cl
as

se
s 

th
at

 a
re

 in
 s

es
si

on
an

d 
w

he
re

 th
e 

st
ud

en
ts

 u
si

ng
 th

e
eq

ui
pm

en
t c

an
 b

e 
su

pe
rv

is
ed

 b
y 

th
e 

te
ac

he
r 

w
ith

 r
ea

so
na

bl
e 

ea
se

.
So

m
e 

co
ns

id
er

at
io

n 
m

ay
 b

e 
gi

ve
n 

to
 lo

ca
tin

g 
th

e 
pr

oc
es

si
ng

 r
oo

m
 a

s
ne

ar
 th

e 
sc

ho
ol

 o
ff

ic
e 

as
po

ss
ib

le
.

PR
O

V
IS

IO
N

S 
FO

R
 C

O
U

R
SE

S 
T

A
U

G
H

T
 I

N
R

E
G

U
L

A
R

 C
L

A
SS

R
O

O
M

S

C
ou

rs
es

 s
uc

h 
as

 G
en

er
al

 B
us

in
es

s,
 B

us
in

es
s 

E
ng

lis
h,

B
us

in
es

s
M

at
he

m
at

ic
s,

 B
us

in
es

s 
L

aw
, a

nd
 E

co
no

m
ic

s 
ar

e 
ta

ug
ht

 in
 r

eg
ul

ar
cl

as
sr

oo
m

s.
 T

he
se

 c
la

ss
ro

om
s 

sh
ou

ld
 c

on
ta

in
 f

ac
ili

tie
s 

fo
r

di
sp

la
y-

in
g 

m
at

er
ia

ls
 p

er
tin

en
t t

o 
th

e 
co

ur
se

s.
 T

he
 r

oo
m

s 
sh

ou
ld

 b
e 

eq
ui

pp
ed

fo
r 

th
e 

us
e 

of
 a

ud
io

-v
is

ua
l e

qu
ip

m
en

t. 
C

ha
lk

bo
ar

d 
an

d
bu

lle
tin

bo
ar

d 
sp

ac
e 

sh
ou

ld
 b

e 
pr

ov
id

ed
 s

o 
th

at
 m

at
er

ia
l c

ou
ld

 b
e

re
ta

in
ed

fo
r 

th
e 

nu
m

be
r 

of
 d

ay
s 

re
qu

ir
ed

 a
nd

 s
til

l b
e 

ad
eq

ua
te

 f
or

ot
he

r
cl

as
se

s 
us

in
g 

th
e 

cl
as

sr
oo

m
.

C
le

an
-u

p 
fa

ci
lit

ie
s 

ar
e 

es
se

nt
ia

l i
n 

ro
om

s 
w

he
re

 m
ac

hi
ne

s
ar

e 
op

er
at

ed
, a

nd
 s

to
ra

ge
 c

ab
in

et
s

eq
ui

pp
ed

 w
ith

 to
te

tr
ay

s 
m

ay
 b

e 
us

ed
 to

 a
dv

an
ta

ge
 fo

r 
st

or
in

g 
st

ud
en

ts
'

m
at

er
ia

ls
.

17



ii

),
r

4.

t-
;

O
n

; 'I
z

i*
**

*
';-

17
77

 ii
i

9,
s

44
:

4

T
yp

ew
rit

in
g 

m
ay

 b
e 

ta
ug

ht
 to

 a
la

rg
e

gr
ou

p 
by

 a
 te

am
of

 te
ac

he
rs

 a
ss

is
te

d
by

 a
 c

le
rk

. O
ne

 te
ac

he
r 

m
ay

 h
el

p
in

di
-

vi
du

al
 s

tu
de

nt
s 

as
 th

e 
ot

he
r 

te
ac

he
r

in
st

ru
ct

s 
th

e 
cl

as
s,

 o
r 

bo
th

te
ac

he
rs

m
ay

 h
el

p 
st

ud
en

ts
 a

s
in

st
ru

ct
io

ns
 a

re
gi

ve
n 

to
 th

e 
cl

as
s 

by
 m

ea
ns

 o
f a

 ta
pe

ec
or

de
r 

or
 a

 p
ho

no
gr

ap
h.

 T
he

 c
la

ss
y 

be
 d

iv
id

ed
 in

to
sm

al
l g

ro
up

s 
fo

r
ai

n 
ty

pe
s 

of
 in

st
ru

ct
io

n.
1,

r m
a

ce
rt

66

1'

A

'o
b

.
-

.



B
U

SI
N

E
SS

 E
D

U
C

A
T

IO
N

 F
A

C
IL

IT
IE

S

T
he

 f
ol

lo
w

in
g 

m
at

er
ia

l c
on

ta
in

s 
su

gg
es

tio
ns

 r
eg

ar
di

ng
 c

er
ta

in
fe

at
ur

es
 in

 e
ac

h 
ty

pe
 o

f 
bu

si
ne

ss
 e

du
ca

tio
n 

fa
ci

lit
y.

B
U

SI
N

E
SS

 M
A

C
H

IN
E

S 
L

A
B

O
R

A
T

O
R

Y
T

he
 b

us
in

es
s 

m
ac

hi
ne

s 
la

bo
ra

to
ry

 m
ay

 b
e 

us
ed

 f
or

 a
 v

ar
ie

ty
 o

f
pu

rp
os

es
. I

n 
sm

al
l h

ig
h 

sc
ho

ol
s,

 w
he

re
 th

e 
la

bo
ra

to
ry

 m
ay

 b
e 

th
e

on
ly

 r
oo

m
 e

qu
ip

pe
d 

w
ith

 b
us

in
es

s 
m

ac
hi

ne
s 

an
d 

ty
pe

w
ri

te
rs

, i
t m

ay
be

 u
se

d 
fo

r 
co

ur
se

 o
ff

er
in

gs
 in

 o
ff

ic
e 

pr
ac

tic
e,

 b
us

in
es

s 
m

ac
hi

ne
s,

ty
pe

w
ri

tin
g,

 s
ho

rt
ha

nd
, a

nd
 b

oo
kk

ee
pi

ng
. I

t s
ho

ul
d 

ha
ve

 th
e 

fo
l-

lo
w

in
g 

fe
at

ur
es

:

Pr
ov

is
io

n 
fo

r 
th

e 
op

er
at

io
n 

of
 e

le
ct

ri
c 

m
ac

hi
ne

s
E

ss
en

tia
l f

ac
ili

tie
s 

fo
r 

ke
ep

in
g 

ha
nd

s 
cl

ea
n

A
de

qu
at

e 
w

or
ki

ng
 s

ur
fa

ce
s

Pr
ov

is
io

n 
fo

r 
m

ul
tip

le
 li

st
en

in
g 

fo
r 

sh
or

th
an

d 
di

ct
at

io
n

Pr
ov

is
io

n 
fo

r 
th

e 
us

e 
of

 a
ud

io
-v

is
ua

l e
qu

ip
m

en
t

Pr
ov

is
io

n 
fo

r 
st

ud
en

ts
 to

 p
ra

ct
ic

e 
th

e 
us

e 
of

 th
e 

m
ac

hi
ne

s 
in

 s
om

e
ar

ea
 a

dj
ac

en
t t

o 
th

e 
la

bo
ra

to
ry

St
or

ag
e 

fa
ci

lit
ie

s 
fo

r 
st

ud
en

t w
or

k 
an

d 
fo

r 
m

at
er

ia
ls

 o
f 

in
st

ru
ct

io
n

M
as

te
r 

sw
itc

h 
fo

r 
te

ac
he

r 
co

nt
ro

l o
f 

el
ec

tr
ic

 c
ir

cu
its

 to
 m

ac
hi

ne
s

B
ul

le
tin

 b
oa

rd
s 

an
d 

ch
al

kb
oa

rd
s 

fo
r 

di
sp

la
ys

 a
nd

 c
la

ss
ro

om
 in

st
ru

c-
tio

n

FU
R

N
IT

U
R

E

A
 li

st
 o

f 
th

e 
fu

rn
itu

re
 n

ee
de

d 
fo

llo
w

s:

St
ud

en
t s

ta
tio

ns
 e

qu
ip

pe
d 

w
ith

 w
or

ki
ng

 s
ur

fa
ce

s 
ap

pr
ox

im
at

el
y

24
" 

x 
36

" 
an

d 
ad

ju
st

ab
le

 in
 h

ei
gh

t; 
al

so
 s

ui
ta

bl
e 

ch
ai

rs
T

ea
ch

er
 s

ta
tio

n 
w

ith
 a

pp
ro

pr
ia

te
 w

or
ki

ng
 s

ur
fa

ce
 a

nd
 d

ra
w

er
s;

 a
ls

o
a 

su
ita

bl
e 

ch
ai

r,
 s

w
iv

el
 ty

pe
 d

es
ir

ab
le

D
em

on
st

ra
tio

n 
st

an
d 

w
ith

 r
eq

ui
re

d 
ou

tle
ts

 f
or

 o
pe

ra
tin

g 
el

ec
tr

ic
m

ac
hi

ne
s

Su
ita

bl
e 

fi
le

 c
ab

in
et

s

E
Q

U
IP

M
E

N
T

T
he

 n
um

be
r 

an
d 

ki
nd

 o
f 

m
ac

hi
ne

s 
w

ill
 v

ar
y 

ac
co

rd
in

g 
to

 th
e 

ob
-

je
ct

iv
es

 o
f 

th
e 

co
ur

se
 o

r 
co

ur
se

s 
ta

ug
ht

 in
 th

e 
ro

om
. C

on
si

de
ra

tio
n

sh
ou

ld
 b

e 
gi

ve
n 

to
 th

e 
re

nt
al

 o
f 

eq
ui

pm
en

t w
hi

ch
 is

 to
 b

e 
us

ed
 o

nl
y

fo
r 

a 
sh

or
t t

im
e.

 A
 li

st
 o

f 
th

e 
ty

pe
 o

f 
m

ac
hi

ne
s 

ne
ed

ed
 f

ol
lo

w
s:

A
dd

in
g 

m
ac

hi
ne

, 1
0-

ke
y

B
oo

kk
ee

pi
ng

 m
ac

hi
ne

D
ic

ta
tin

g 
m

ac
hi

ne
s

T
ra

ns
cr

ib
in

g 
m

ac
hi

ne
s

K
ey

-d
ri

ve
n 

ca
lc

ul
at

or
R

ot
ar

y 
ca

lc
ul

at
or

Pr
in

tin
g 

ca
lc

ul
at

or
T

yp
ew

ri
te

rs
, e

le
ct

ri
c

T
yp

ew
ri

te
rs

, m
an

ua
l

T
yp

ew
ri

te
r,

 lo
ng

 c
ar

ri
ag

e
K

ey
 p

un
ch

 f
or

 p
re

pa
ri

ng
 d

at
a

fo
r 

da
ta

 p
ro

ce
ss

in
g 

m
a-

ch
in

es

M
im

eo
sc

op
e 

w
ith

 s
ty

lu
s 

se
t a

nd
le

tte
ri

ng
 g

ui
de

s
Pa

pe
r 

cu
tte

r
D

up
lic

at
in

g 
m

ac
hi

ne
, f

lu
id

pr
oc

es
s

D
up

lic
at

in
g 

m
ac

hi
ne

, s
te

nc
il

T
ap

e 
re

co
rd

er
C

ol
la

to
r

St
ap

lin
g 

m
ac

hi
ne

 a
nd

 s
ta

pl
e

re
m

ov
er

In
te

rv
al

 ti
m

er
St

op
 w

at
ch

Pa
pe

r 
pu

nc
h

Fi
lin

g 
se

ts

T
Y

PE
W

R
IT

IN
G

 C
L

A
SS

R
O

O
M

T
he

 ty
pe

w
ri

tin
g 

cl
as

sr
oo

m
 m

ay
 b

e 
us

ed
 f

or
 c

la
ss

es
 in

 ty
pe

w
ri

t-
in

g,
 s

ho
rt

ha
nd

, a
nd

 tr
an

sc
ri

pt
io

n.
 I

t s
ho

ul
d 

ha
ve

 th
e 

fo
llo

w
in

g 
fe

a-
tu

re
s

Pr
ov

is
io

n 
fo

r 
op

er
at

io
n 

of
 e

le
ct

ri
c 

ty
pe

w
ri

te
rs

E
ss

en
tia

l f
ac

ili
tie

s 
fo

r 
ke

ep
in

g 
ha

nd
s 

cl
ea

n
A

de
qu

at
e 

w
or

ki
ng

 s
ur

fa
ce

s
B

ul
le

tin
 b

oa
rd

s 
an

d 
ch

al
kb

oa
rd

s 
fo

r 
di

sp
la

ys
 a

nd
 c

la
ss

ro
om

in
st

ru
ct

io
n

Pr
ov

is
io

n 
fo

r 
th

e 
us

e 
of

 a
ud

io
-v

is
ua

l e
qu

ip
m

en
t

19



Pr
ov

is
io

n 
fo

r 
st

ud
en

ts
 to

 le
ar

n 
th

e 
va

ri
ou

s
m

et
ho

ds
 u

se
d 

in
fi

lin
g 

is
 a

n,
es

se
nt

ia
l p

ha
se

 c
r 

th
e 

bu
si

ne
ss

ed
uc

at
io

n 
pr

o-
gr

am
. T

he
 b

us
in

es
s

ed
uc

at
io

n 
fa

ci
lit

ie
s 

sh
ou

ld
 c

on
ta

in
 th

e
sp

ac
e 

re
qu

ir
ed

 f
or

 th
e

pl
ac

em
en

t o
f 

th
e 

eq
ui

pm
en

t f
or

va
ri

ou
s 

ty
pe

s 
of

 f
ili

ng
.

Pr
ov

is
io

n 
fo

r 
st

ud
en

ts
 to

 p
ra

ct
ic

e 
th

e 
us

e 
of

ty
pe

w
ri

te
rs

 in
 s

om
e

ar
ea

 in
 c

lo
se

 p
ro

xi
m

ity
 to

th
e 

ty
pe

w
ri

te
r 

ro
om

 if
 th

e 
cl

as
sr

oo
m

is
 to

 b
e 

us
ed

 th
ro

ug
ho

ut
 th

e 
sc

ho
ol

 d
ay

fo
r 

cl
as

se
s.

 I
n 

m
ak

in
g

th
is

 p
ro

vi
si

on
 s

om
e 

co
ns

id
er

at
io

n 
sh

ou
ld

 b
e 

gi
ve

n 
to

th
e 

us
e 

th
at

m
ay

 b
e 

m
ad

e 
of

 th
e 

ex
tr

a
fa

ci
lit

ie
s 

es
pe

ci
al

ly
 f

or
 in

di
vi

du
al

iz
ed

in
st

ru
ct

io
n 

an
d 

pr
od

uc
tio

n 
w

or
k.

FU
R

N
IT

U
R

E
A

 li
st

 o
f 

th
e 

fu
rn

itu
re

 n
ee

de
d 

fo
llo

w
s:

St
ud

en
t s

ta
tio

ns
 e

qu
ip

pe
d 

w
ith

 w
or

ki
ng

su
rf

ac
es

 a
pp

ro
xi

m
at

el
y

24
" 

x 
36

" 
an

d 
ad

ju
st

ab
le

 in
 h

ei
gh

t;
al

so
 s

ui
ta

bl
e 

ch
ai

rs

T
ea

ch
er

 s
ta

tio
n 

w
ith

 a
pp

ro
pr

ia
te

 w
or

ki
ng

su
rf

ac
e 

an
d 

dr
aw

er
s;

al
so

 a
 s

ui
ta

bl
e 

ch
ai

r,
 s

w
iv

el
 ty

pe
de

si
ra

bl
e

D
em

on
st

ra
tio

n 
st

an
d 

w
ith

 r
eq

ui
re

d 
ou

tle
ts

fo
r 

op
er

at
in

g 
el

ec
tr

ic
ty

pe
w

ri
te

rs

E
Q

U
IP

M
E

N
T

A
 li

st
 o

f 
th

e 
eq

ui
pm

en
t n

ee
de

d
fo

llo
w

s:

T
yp

ew
ri

te
rs

, m
an

ua
l a

nd
 e

le
ct

ri
c

T
ap

e 
re

co
rd

er
In

te
rv

al
 ti

m
er

Pa
pe

r 
cu

tte
r

St
op

 w
at

ch
St

ap
lin

g 
m

ac
hi

ne
 a

nd
 s

ta
pl

e

Ph
on

og
ra

ph
re

m
ov

er

G
E

N
E

R
A

L
 B

U
SI

N
E

SS
 C

L
A

SS
R

O
O

M
A

N
D

M
E

R
C

H
A

N
D

IS
IN

G
 L

A
B

O
R

A
T

O
R

Y
T

he
 c

la
ss

ro
om

 a
nd

 m
er

ch
an

di
si

ng
la

bo
ra

to
ry

 m
ay

 b
e 

us
ed

 a
s 

a
ge

ne
ra

l c
la

ss
ro

om
 a

nd
 a

s 
a

m
er

ch
an

di
si

ng
 la

bo
ra

to
ry

. I
t s

ho
ul

d 
co

n-

ta
in

 th
e 

fo
llo

w
in

g 
fe

at
ur

es
:

T
he

 d
is

pl
ay

 a
re

a 
sh

ou
ld

 b
e

se
pa

ra
te

d 
fr

om
 th

e 
cl

as
sr

oo
m

 b
y 

m
ov

-

ab
le

 p
ar

tit
io

ns
B

ul
le

tin
 b

oa
rd

s 
an

d 
ch

al
kb

oa
rd

s
fo

r 
di

sp
la

ys
, c

la
ss

ro
om

 in
st

ru
ct

io
n

T
he

 d
is

pl
ay

 a
re

a 
sh

ou
ld

co
nt

ai
n 

fa
ci

lit
ie

s 
su

ch
 a

s 
ta

ck
bo

ar
ds

, p
eg

-
bo

ar
ds

, s
he

lv
es

, a
nd

 th
e 

lik
e.



**
,

A
 d

em
on

st
ra

tio
n 

st
an

d 
pl

ac
ed

 w
he

re
 s

tu
de

nt
s 

ca
n 

se
e 

it 
w

ith
 e

as
e 

m
ay

be
 u

se
d 

by
 th

e 
te

ac
he

r 
to

 g
iv

e 
gr

ou
p 

in
st

ru
ct

io
n 

an
d 

to
 il

lu
st

ra
te

 e
ac

h
ph

as
e 

of
 th

e 
in

st
ru

ct
io

n 
th

at
 p

er
ta

in
s 

to
 ty

pe
w

ri
tin

g 
te

ch
ni

qu
es

.

St
or

ag
e 

fa
ci

lit
ie

s 
fo

r 
di

sp
la

y 
eq

ui
pm

en
t

A
 d

is
pl

ay
 w

in
do

w
 lo

ca
te

d 
w

he
re

 s
tu

de
nt

 tr
af

fi
c 

pa
ss

es
Pr

ov
is

io
n 

fo
r 

th
e 

us
e 

of
 a

ud
io

-v
is

ua
l e

qu
ip

m
en

t
Pr

ov
is

io
n 

fo
r 

op
er

at
io

n 
of

 e
le

ct
ri

c 
eq

ui
pm

en
t

FU
R

N
IT

U
R

E
A

 li
st

 o
f 

th
e 

fu
rn

itu
re

 n
ee

de
d 

fo
llo

w
s:

St
ud

en
t s

ta
tio

ns
 e

qu
ip

pe
d 

w
ith

 w
or

ki
ng

 s
ur

fa
ce

s 
ap

pr
ox

im
at

el
y

24
" 

x 
36

" 
an

d 
ad

ju
st

ab
le

 in
 h

ei
gh

t; 
al

so
 s

ui
ta

bl
e 

ch
ai

rs
T

ea
ch

er
 s

ta
tio

n 
w

ith
 a

pp
ro

pr
ia

te
 w

or
ki

ng
 s

ur
fa

ce
 a

nd
 d

ra
w

er
s;

al
so

 a
 s

ui
ta

bl
e 

ch
ai

r,
 s

w
iv

el
 ty

pe
 d

es
ir

ab
le

Su
ita

bl
e 

fi
le

 c
ab

in
et

s
Is

la
nd

 d
is

pl
ay

 c
as

e
Is

la
nd

 c
ou

nt
er

M
ag

az
in

e 
an

d 
pa

m
ph

le
t r

ac
k

E
Q

U
IP

M
E

N
T

A
 li

st
 o

f 
th

e 
eq

ui
pm

en
t n

ee
de

d 
fo

llo
w

s:
C

as
h 

re
gi

st
er

M
an

ik
in

s
Sm

al
l t

oo
ls

Pa
pe

r 
ro

ll 
cu

tte
r

B
O

O
K

K
E

E
PI

N
G

 C
L

A
SS

R
O

O
M

T
he

 b
oo

kk
ee

pi
ng

 c
la

ss
ro

om
 m

ay
 b

e 
us

ed
 f

or
 o

th
er

 g
en

er
al

cl
as

se
s.

 I
t s

ho
ul

d 
co

nt
ai

n 
th

e 
fo

llo
w

in
g 

fe
at

ur
es

:
Pr

ov
is

io
n 

fo
r 

th
e 

us
e 

of
 e

le
ct

ri
c 

ad
di

ng
 m

ac
hi

ne
s

A
de

qu
at

e 
w

or
ki

ng
 s

ur
fa

ce
s

Pr
ov

is
io

n 
fo

r 
th

e 
us

e 
of

 a
ud

io
-v

is
ua

l e
qu

ip
m

en
t

St
or

ag
e 

fa
ci

lit
ie

g 
fo

r 
st

ud
en

t w
or

k 
an

d 
fo

r 
m

at
er

ia
ls

 o
f 

in
st

ru
ct

io
n

B
ul

le
tin

 b
oa

rd
s 

an
d 

ch
al

kb
oa

rd
s 

fo
r 

di
sp

la
ys

 a
nd

 c
la

ss
ro

om
 in

-
st

ru
ct

io
n

in
 s

tu
dy

in
g 

bo
ok

ke
ep

in
g,

 s
tu

de
nt

s 
ne

ed
 w

or
ki

ng
 s

ur
fa

ce
s 

fo
r 

do
in

g 
th

e
re

qu
ir

ed
 w

ri
tte

n 
w

or
k 

an
d 

m
ac

hi
ne

s 
av

ai
la

bl
e 

fo
r 

m
ak

in
g 

es
se

nt
ia

l
co

m
pu

ta
tio

ns
.

-4
-

4



S
he

lv
in

g,
 d

is
pl

ay
 c

as
es

, c
ou

nt
er

s,
dr

aw
er

s,
 a

nd
 d

is
pl

ay
 b

oa
rd

s 
pr

ov
id

e
sp

ac
e 

fo
r 

st
ud

en
ts

 to
st

ud
y 

di
ffe

re
nt

 m
et

ho
ds

 o
f

di
sp

la
yi

ng
 m

at
er

ia
l.

FU
R

N
IT

U
R

E
A

 li
st

 o
f 

th
e 

fu
rn

itu
re

ne
ed

ed
 f

ol
lo

w
s:

St
ud

en
t s

ta
tio

ns
 e

qu
ip

pe
d

w
ith

 w
or

ki
ng

 s
ur

fa
ce

s
ap

pr
ox

im
at

el
y

24
" 

x 
36

" 
an

d 
ad

ju
st

ab
le

in
 h

ei
gh

t; 
al

so
 s

ui
ta

bl
e

ch
ai

rs

T
ea

ch
er

 s
ta

tio
n 

w
ith

 a
pp

ro
pr

ia
te

w
or

ki
ng

 s
ur

fa
ce

 a
nd

 d
ra

w
er

s;
al

so
 a

 s
ui

ta
bl

e 
ch

ai
r,

 s
w

iv
el

 ty
pe

de
si

ra
bl

e

Su
ita

bl
e 

fi
le

 c
ab

in
et

s

22

E
Q

U
IP

M
E

N
T

A
 li

st
 o

f 
th

e 
eq

ui
pm

en
t n

ee
de

d
fo

llo
w

s:

A
dd

in
g 

m
ac

hi
ne

s
Se

t o
f 

bo
ok

ke
ep

in
g 

ch
ar

ts

O
FF

IC
E

 A
N

D
 S

T
O

R
A

G
E

SP
A

C
E

T
he

 o
ff

ic
e 

an
d 

st
or

ag
e 

sp
ac

e 
m

ay
be

 u
se

d 
fo

r 
m

ee
tin

gs
 o

f
sm

al
l

gr
ou

ps
 a

s 
w

el
l a

s
fo

r 
of

fi
ce

 s
pa

ce
 f

or
 te

ac
he

rs
an

d 
fo

r 
st

or
ag

e 
of

m
at

er
ia

ls
 o

f 
in

st
ru

ct
io

n.
 I

t
sh

ou
ld

 c
on

ta
in

 th
e 

fo
llo

w
in

g
fe

at
ur

es
:

Pr
ov

is
io

n 
fo

r 
th

e 
op

er
at

io
n 

of
el

ec
tr

ic
 m

ac
hi

ne
s

E
ss

en
tia

l f
ac

ili
tie

s 
fo

r 
ke

ep
in

g
ha

nd
s 

cl
ea

n
A

de
qu

at
e 

w
or

ki
ng

 s
ur

fa
ce

s
St

or
ag

e 
fa

ci
lit

ie
s 

fo
r 

m
at

er
ia

ls
of

 in
st

ru
ct

io
n 

us
ed

 in
bu

si
ne

ss
 e

du
-

ca
tio

n 
cl

as
se

s
Pr

ov
is

io
ns

 f
or

 te
ac

he
rs

 to
 d

up
lic

at
e

m
at

er
ia

ls
 o

f 
in

st
ru

ct
io

n

FU
R

N
IT

U
R

E
A

 li
st

 o
f 

th
e 

fu
rn

itu
re

ne
ed

ed
 f

ol
lo

w
s:

T
ea

ch
er

s'
 d

es
ks

 w
ith

 a
pp

ro
pr

ia
te

w
or

ki
ng

 s
ur

fa
ce

s;
 a

ls
o 

su
ita

bl
e

ch
ai

rs
Su

ita
bl

e 
fi

le
 c

ab
in

et
s

Pr
ov

is
io

n 
fo

r 
ad

eq
ua

te
 w

or
ki

ng
su

rf
ac

es

E
Q

U
IP

M
E

N
T

A
 li

st
 o

f 
th

e 
eq

ui
pm

en
t

ne
ed

ed
 f

ol
lo

w
s:

Fl
ui

d 
pr

oc
es

s 
du

pl
ic

at
or

T
yp

ew
ri

te
r



PL
A

N
N

IN
G

 J
U

N
IO

R
 C

O
L

L
E

G
E

 B
U

SI
N

E
SS

 E
D

U
C

A
T

IO
N

 C
L

A
SS

R
O

O
M

S

T
he

 ju
ni

or
 c

ol
le

ge
 o

ff
er

s 
co

ur
se

s 
to

 c
ar

ry
 o

ut
 th

e 
ge

ne
ra

l e
du

ca
-

tio
n 

an
d 

vo
ca

tio
na

l e
du

ca
tio

n 
ob

je
ct

iv
es

 o
f 

bu
si

ne
ss

 e
du

ca
tio

n 
in

th
e 

co
lle

ge
 tr

an
sf

er
 p

ro
gr

am
 a

nd
 in

 th
e 

te
rm

in
al

 e
du

ca
tio

n 
pr

og
ra

m
.

C
ou

rs
es

 c
on

ce
rn

ed
 w

ith
 th

e 
ge

ne
ra

l o
bj

ec
tiv

es
 in

cl
ud

e 
su

ch
 s

ub
je

ct
s

as
 b

us
in

es
s 

la
w

, e
co

no
m

ic
s,

 m
on

ey
 a

nd
 b

an
ki

ng
, m

ar
ke

tin
g,

 a
nd

 a
d-

ve
rt

is
in

g.
 C

ur
ri

cu
lu

m
s 

ar
e 

pr
ov

id
ed

 f
or

 o
cc

up
at

io
ns

 in
 th

e 
fi

el
d 

of
ac

co
un

tin
g,

 s
ec

re
ta

ri
al

 a
nd

 a
dv

an
ce

d 
cl

er
ic

al
 w

or
k,

 a
nd

 in
 m

er
-

ch
an

di
si

ng
 a

nd
 s

el
lin

g.
 I

n 
ad

di
tio

n,
 s

pe
ci

al
iz

ed
 c

ur
ri

cu
lu

m
s 

ha
ve

be
en

 d
ev

el
op

ed
 to

 m
ee

t p
ar

tic
ul

ar
 b

us
in

es
s 

tr
ai

ni
ng

 n
ee

ds
 in

 s
uc

h
fi

el
ds

 a
s 

tr
an

sp
or

ta
tio

n,
 g

ov
er

nm
en

t s
er

vi
ce

, m
er

ch
an

di
si

ng
, s

al
es

,
in

su
ra

nc
e,

 ta
x 

ac
co

un
tin

g,
 s

m
al

l b
us

in
es

s 
m

an
ag

em
en

t, 
an

d 
bu

si
ne

ss
da

ta
 p

ro
ce

ss
in

g.
T

he
se

 c
ou

rs
es

 a
re

 ta
ug

ht
 in

 th
e 

re
gu

la
r 

da
y 

pr
og

ra
m

s 
an

d 
in

 th
e

ex
te

nd
ed

 d
ay

 a
nd

 a
du

lt 
pr

og
ra

m
s 

of
 th

e 
ju

ni
or

 c
ol

le
ge

. A
du

lts
 o

f
th

e 
co

m
m

un
ity

 a
re

 o
ff

er
ed

 th
e 

op
po

rt
un

ity
 to

 ta
ke

 f
ur

th
er

 tr
ai

ni
ng

in
 th

e 
ar

ea
 o

f 
th

ei
r 

in
te

re
st

.

SP
A

C
E

 A
D

E
Q

U
A

C
Y

 S
U

R
V

E
Y

T
he

 S
pa

ce
 A

de
qu

ac
y 

Su
rv

ey
 F

or
m

s 
fo

r 
ju

ni
or

 c
ol

le
ge

s 
sh

ow
n 

on
th

e 
fo

llo
w

in
g 

pa
ge

s 
ha

ve
 b

ee
n 

de
ve

lo
pe

d 
by

 th
e 

B
ur

ea
u 

of
 S

ch
oo

l
Pl

an
ni

ng
 o

f 
th

e 
C

al
if

or
ni

a 
St

at
e 

D
ep

ar
tm

en
t o

f 
E

du
ca

tio
n 

fo
r 

th
e

pu
rp

os
e 

of
 d

et
er

m
in

in
g 

th
e 

nu
m

be
r 

an
d 

ki
nd

 o
f 

cl
as

sr
oo

m
s 

to
 b

e
pr

ov
id

ed
 f

or
 th

e 
en

ro
llm

en
t i

n 
a 

pa
rt

ic
ul

ar
 s

ch
oo

l. 
T

he
y 

pr
ov

id
e 

a

m
ea

ns
 o

f 
pr

oc
es

si
ng

 c
ol

le
ge

 c
la

ss
 s

ch
ed

ul
e 

da
ta

 b
y 

us
in

g 
th

e 
on

e-
st

ud
en

t-
in

-o
ne

-c
la

ss
ro

om
-o

ne
-h

ou
r 

as
 th

e 
un

it 
of

 n
ee

d 
fo

r 
te

ac
hi

ng
sp

ac
e.

Fo
rm

 A
 o

f 
th

e 
Sp

ac
e 

A
de

qu
ac

y 
Su

rv
ey

 F
or

m
s 

co
nt

ai
ns

 a
 r

ec
or

d
of

 e
ac

h 
cl

as
s 

se
ct

io
n,

 th
e 

nu
m

be
r 

of
 s

tu
de

nt
s 

en
ro

lle
d,

 th
e 

nu
m

be
r

of
 ti

m
es

 it
 m

ee
ts

 p
er

 w
ee

k,
 a

nd
 th

e 
ho

ur
 it

 m
ee

ts
. A

ve
ra

ge
 c

la
ss

si
ze

 a
nd

 s
tu

de
nt

 h
ou

rs
 a

 w
ee

k,
 b

y 
de

pa
rt

m
en

t a
nd

 b
y 

cl
oc

k 
ho

ur
,

ar
e 

co
m

pu
te

d 
fr

om
 th

es
e 

da
ta

. (
 S

ee
 p

ag
e 

24
)

Fo
rm

 B
 c

on
ta

in
s 

a 
de

pa
rt

m
en

t s
um

m
ar

y 
of

 th
e 

da
ta

 in
cl

ud
ed

 in
Fo

rm
 A

, t
he

 to
ta

l s
tu

de
nt

 h
ou

rs
 p

er
 w

ee
k 

an
d 

th
e 

pe
r 

ce
nt

 o
f

st
ud

en
t h

ou
rs

 p
er

 w
ee

k 
us

ed
 b

y 
ea

ch
 d

ep
ar

tm
en

t. 
T

hi
s 

fo
rm

 is
us

ed
 to

 r
ec

or
d 

pr
oj

ec
te

d 
ch

an
ge

s 
in

 c
ou

rs
e 

em
ph

as
is

, c
ha

ng
es

 in
ba

la
nc

e 
am

on
g 

co
ur

se
s,

 a
nd

 th
e 

ef
fe

ct
 o

f 
su

ch
 c

ha
ng

es
 o

n 
st

ud
en

t
ho

ur
s 

pe
r 

w
ee

k.
 (

Se
e 

pa
ge

 2
5)

Fo
rm

 C
 p

ro
vi

de
s 

a 
m

ea
ns

 f
or

 c
om

pa
ri

so
n 

of
 c

ou
rs

e 
em

ph
as

is
am

on
g 

se
le

ct
ed

 ju
ni

or
 c

ol
le

ge
s.

 (
Se

e 
pa

ge
 2

6)
Fo

rm
 D

 p
ro

vi
de

s 
a 

m
ea

ns
 o

f 
co

m
pu

tin
g 

th
e 

nu
m

be
r 

of
 te

ac
hi

ng
st

at
io

ns
 r

eq
ui

re
d.

 A
 s

ta
ff

 c
on

fe
re

nc
e 

is
 n

ec
es

sa
ry

 to
 d

et
er

m
in

e 
co

m
-

bi
na

tio
n 

us
es

 f
or

 r
oo

m
s 

w
hi

ch
 a

re
 n

ot
 u

se
d 

to
 th

ei
r 

fu
lle

st
 p

ot
en

tia
l

in
 o

ne
 d

ep
ar

tm
en

t. 
C

ol
um

n 
8,

 F
or

m
 D

, s
ho

w
s 

th
e 

nu
m

be
r 

of
 e

ac
h

ty
pe

 o
f 

ro
om

 r
eq

ui
re

d.
 C

ol
um

ns
 9

 a
nd

 1
0 

ar
e 

fi
lle

d 
ou

t o
nl

y 
w

he
n

th
e 

sp
ac

e 
ad

eq
ua

cy
 p

ro
ce

du
re

 is
 u

se
d 

to
 p

ro
vi

de
 f

or
 a

dd
iti

on
al

ro
om

s 
to

 b
e 

ad
de

d 
to

 e
xi

st
in

g 
bu

ild
in

gs
. (

Se
e 

pa
ge

 2
7)



C
A

LI
F

O
R

N
IA

 S
T

A
T

E
 D

E
P

A
R

T
M

E
N

T
 O

F
E

D
U

C
A

T
IO

N
B

U
R

E
A

U
 O

F
 S

C
H

O
O

L 
P

LA
N

N
IN

G
F

O
R

M
 A

S
P

A
C

E
 A

D
E

Q
U

A
C

Y
S

U
R

V
E

Y
-1

95
8

A
B

C
C
o
l
l
e
g
e

B
u
s
i
n
e
s
s

D
ep

ar
tm

en
t

ST
U

D
E

N
T

-H
O

U
R

 E
N

R
O

L
L

M
E

N
T

(U
se

 a
t l

ea
st

 o
ne

 li
ne

 fo
r

ea
ch

 in
st

ru
ct

or
S

ep
ar

at
e 

lin
e 

fo
r 

la
b 

co
ur

se
s

S
ep

ar
at

e 
sh

ee
t f

or
 e

ac
h 

de
pa

rt
m

en
t)

F
or

m
 A

S
pa

ce
 A

de
qu

ac
y 

S
ur

ve
y

Ju
ni

or
 C

ol
le

ge D
e
c
e
m
b
e
r
 
1
9

D
at

e

H
L
G

Pr
ep

ar
ed

 b
y

2
3

4
5

6
7

In
st

ru
ct

or
(N

am
e)

C
ou

rs
e

(N
am

e)

E
nr

ol
lm

en
ts

b
y

ho
ur

 a
nd

 d
ay

s 
pe

r 
w

ee
k'

T
ot

al
en

ro
ll-

m
en

t
(C

ol
. 3

)

N
u 

m
b 

er
of

cl
as

se
s

A
ve

ra
ge

si
ze

(C
ol

s.
4 

+
 5

)

S
tu

de
nt

ho
ur

s
pe

r
w

ee
k'

F
irs

t
S

ec
on

d
T

hi
rd

F
ou

rt
h

F
ift

h
S

ix
th

S
ev

en
th

E
ig

ht
h

N
in

th

8:
00

9:
00

10
:0

0
11

:0
0

12
:0

0
1:

00
2:

00
3:

00
4:

00

A
c
c
o
u
n
t
i
n
g

1
7
-
3

1
7
-
3

3
4

2
1
7

1
0
2

B
o
o
k
k
e
e
p
i
n
g

1
6
-
2

1
6
-
2

3
2

2
1
6

6
4

I
n
t
r
o
d
u
c
t
i
o
n
 
t
o

B
u
s
i
n
e
s
s

2
1
-
3

2
1

1
2
1

6
3

B
e
g
i
n
n
i
n
g
 
T
y
p
i
n
g

1
4
-
5

1
4

1
1
4

7
0

B
e
g
i
n
n
i
n
g
 
T
y
p
i
n
g

1
0
-
5

1
0

1
1
0

P
n

,
,

A
d
v
a
n
c
e
d
 
T
y
p
i
n
g

7
-
5

7
1

7
3
5

S
h
o
r
t
h
a
n
d

1
7
-
5

1
7

1
1
7

8
5

B
u
s
i
n
e
s
s
 
M
a
c
h
i
n
e
s

1
6
-
5

1
6

1
1
6

8
0

C
o
m
m
e
r
c
i
a
l
 
L
a
w

1
8
-
3

1
8

1
1
8

5
4

T
o
t
a
l
 
h
o
u
r
 
e
n
r
o
l
l
m
e
n
t
s

4
3

5
0

2
1

1
4

3
4

7
1
6
9

1
1

1
5

6
0
3

(T
he

se
 to

ta
ls

 s
ho

ul
d 

be
 tr

an
sf

er
re

d
to

 F
or

m
 B

.)

I N
um

be
r 

of
 d

ay
s 

do
ss

 m
ee

ts
 p

er
 w

ee
k 

sh
ow

n
af

te
r 

da
sh

 li
ne

.
2 

E
nr

ol
lm

en
t f

or
 c

la
ss

 m
ul

tip
lie

d 
by

 n
um

be
ro

f h
ou

rs
 d

os
s 

m
ee

ts
 p

ar
 w

ee
k.

24



C
A

L
IF

O
R

N
IA

 S
T

A
T

E
 D

E
PA

R
T

M
E

N
T

 O
F 

E
D

U
C

A
T

IO
N

B
U

R
E

A
U

 O
F 

SC
H

O
O

L
 P

L
A

N
N

IN
G

FO
R

M
 B

SP
A

C
E

 A
D

E
Q

U
A

C
Y

 S
U

R
V

E
Y

A
B

C
C

ol
le

ge

B
u
s
i
n
e
s
s

D
ep

ar
tm

en
t

S
U

M
M

A
R

Y
 B

Y
 D

E
P

A
R

T
M

E
N

T
S

I.
T

ot
al

 s
tu

de
nt

 h
ou

rs
 p

er
 w

ee
k 

(C
ol

. 7
, F

or
m

 A
) 

fo
r 

al
l d

ep
ar

tm
en

ts
 7

29
1

F
or

m
 B

S
pa

ce
 A

de
qu

ac
y 

S
ur

ve
y

Ju
ni

or
 C

ol
le

ge

D
e
c
e
m
b
e
r
 
1
9
_

D
at

e

Pr
ep

ar
ed

 b
y

H
L
G

1
2

3
4

5
6

A
c
c
o
u
n
t
i
n
g
,
 
B
o
o
k
-

k
e
e
p
i
n
g

T
y
p
i
n
g
,
 
S
h
o
r
t
h
a
n
d

O
f
f
i
c
e
 
T
r
a
i
n
i
n
g

(
m
a
c
h
i
n
e
s
)

L
a
w
,
 
M
a
t
h
e
m
a
t
i
c
s
,

a
n
d
 
t
h
e
 
l
i
k
e

D
i
s
t
r
i
b
u
t
i
v
e

E
d
u
c
a
t
i
o
n
,

M
a
r
k
e
t
i
n
g

E
nr

ol
lm

en
ts

 b
y 

pe
rio

d 
an

d 
ho

ur
 (

C
ol

. 3
, F

or
m

 A
)

S
tu

de
nt

ho
ur

s
pe

r
w

ee
k

P
er

 c
en

t
C

ol
. 3

is
 o

f
Ite

m
 I

C
ol

. 4
pe

r 
ce

nt
s

ad
ju

st
ed

 b
y

co
nf

er
en

ce

C
om

pu
te

d
st

ud
en

t h
ou

rs
pe

r 
w

ee
k

(C
ol

. 5
Ite

m
 I)

F
irs

t
S

ec
on

d
.

T
hi

rd
F

ou
rt

h
F

ift
h

S
ix

th
S

ev
en

th
E

ig
ht

h
N

in
th

8:
00

9:
00

10
:0

0
11

:0
0

12
:0

0
1:

00
2:

00
3:

00
4:

00

3
3

1
0

3
3

1
7

2
1

1
4

1
6

1
8

7

1
6
6

2
4
0

8
0

1
1
7

2
.
3

3
.
3

1
.
1

1
.
6

-
-

2
.
6

3
.
7

1
.
4

1
.
7

1
.
5

1
9
0

2
7
0

1
0
2

1
2
4

1
0
9

4
3

5
0

2
1

1
4

3
4

7
6
0
3

8
.
3

1
0
.
9

7
9
5

2
5



C
A

LI
F

O
R

N
IA

 S
T

A
T

E
 D

E
P

A
R

T
M

E
N

T
 O

F
 E

D
U

C
A

T
IO

N
B

U
R

E
A

U
 O

F
 S

C
H

O
O

L 
P

LA
N

N
IN

G
F

O
R

M
 C

-S
P

A
C

E
 A

D
E

Q
U

A
C

Y
 S

U
R

V
E

Y

A
B

C
C

ol
le

ge

B
u
s
i
n
e
s
s

D
ep

ar
tm

en
t

F
or

m
 C

-S
pa

ce
 A

de
qu

ac
y 

S
ur

ve
y

Ju
ni

or
 C

ol
le

ge

P
re

pa
re

d

P
E

R
 C

E
N

T
 C

O
M

P
A

R
IS

O
N

S
-J

U
N

IO
R

 C
O

LL
E

G
E

 P
R

O
G

R
A

M
S

D
e
c
e
m
b
e
r
 
1
9

D
at

e

b
y

H
L
G

J
u
n
i
o
r
 
c
o
l
l
e
g
e

M
N

0
A
B
C

S
t
u
d
e
n
t
 
h
o
u
r
s
 
p
e
r
 
w
e
e
k

3
9
,
9
6
2

2
3
,
3
9
4

5
,
4
9
1

7
,
2
9
1

A
ct

ua
l

A
dj

us
te

d
A

ct
ua

l
A

dj
us

te
d

A
ct

ua
l

A
dj

us
te

d
A

ct
ua

l
A

dj
us

te
d

A
c
c
o
u
n
t
i
n
g
,
 
B
o
o
k
k
e
e
p
i
n
g

1
.
1

2
,
0

2
.
6

2
.
6

2
.
3

2
.
6

T
y
p
i
n
g
,
 
S
h
o
r
t
h
a
n
d

3
.
4

5
.
3

5
.
3

3
.
7

3
.
3

3
.
7

O
f
f
i
c
e
 
T
r
a
i
n
i
n
g
 
(
m
a
c
h
i
n
e
s
)

.
8

2
.
6

3
.
2

1
.
7

1
.
1

1
.
4

L
a
w
,
 
M
a
t
h
e
m
a
t
i
c
s
,
 
a
n
d
 
t
h
e
 
l
i
k
e

4
.
3

.
9

1
.
9

1
.
9

1
.
6

1
.
7

D
i
s
t
r
i
b
u
t
i
v
e
 
e
d
u
c
a
t
i
o
n
,
 
M
a
r
k
e
t
i
n
g

1
.
8

.
2

1
.
1

1
.
1

-
1
.
5

1
1
.
4

1
1
.
0

1
4
.
1

1
1
.
0

8
.
3

1
0
.
9



C
A

LI
F

O
R

N
IA

 S
T

A
T

E
 D

E
P

A
R

T
M

E
N

T
 O

F
 E

D
U

C
A

T
IO

N
B

U
R

E
A

U
 O

F
 S

C
H

O
O

L 
P

LA
N

N
IN

G
F

O
R

M
 D

S
P

A
C

E
 A

D
E

Q
U

A
C

Y
 S

U
R

V
E

Y

A
B
C

C
o
l
l
e
g
e

B
u
s
i
n
e
s
s

D
ep

ar
tm

en
t

1.
Pr

ed
ic

te
d 

en
ro

llm
en

ts
2
5
0
0

da
te

1
9
6
5

2.
Pr

es
en

t e
nr

ol
lm

en
ts

50
0

3.
Pr

ed
ic

te
d 

in
cr

ea
se

2
0
0
0

4.
W

or
ki

ng
 f

ac
to

r 
(l

in
e 

1 
+

 L
in

e 
2)

5

5.
H

ou
rs

 a
va

ila
bl

e/
w

ee
k,

 f
or

 s
ch

ed
ul

in
g

3
5

T
E

A
C

H
IN

G
 S

P
A

C
E

 N
E

E
D

S

F
or

m
 D

S
pa

ce
 A

de
qu

ac
y 

S
ur

ve
y

Ju
ni

or
 C

ol
le

ge

J
a
n
u
a
r
y
 
1
9

D
at

e

Pr
ep

ar
ed

 b
y

H
L
G

1
2

5
6

7
8

9
10

D
ep

ar
tm

en
t:

C
ou

rs
e

C
om

pu
te

d
st

ud
en

t
ho

ur
s

pe
r 

w
ee

k
(C

ol
. 6

, F
or

m
 B

)

A
ve

ra
ge

cl
as

s 
si

ze
(C

ol
le

ge
po

lic
y)

C
la

ss
 g

ro
up

s
pe

r 
w

ee
k

(C
ol

 2
 ÷

C
ol

. 3
)

C
la

ss
 g

ro
up

s
pe

r 
w

ee
k 

fo
r

pr
ed

ic
te

d
en

ro
llm

en
t

(C
ol

 4
 X

 It
em

 4
)

P
er

 c
en

t
of

 s
pa

ce
ut

ili
za

tio
n

(C
ol

le
ge

po
lic

y'
)

C
om

pu
te

d
te

ac
hi

ng
sp

ac
e 

ne
ed

s:
C

ol
. 5

 ÷
(it

em
 5

 X
 C

ol
- 

6)

T
ea

ch
in

g
sp

ac
e 

ne
ed

s
ad

ju
st

ed
 b

y
co

nf
er

en
ce

A
de

qu
at

e
te

ac
hi

ng
sp

ac
es

av
ai

la
bl

e

A
dd

iti
on

al
te

ac
hi

ng
sp

ac
es

re
qu

ire
d

A
c
c
o
u
n
t
i
n
g
,
 
B
o
o
k
-

k
e
e
p
i
n
g

T
y
p
i
n
g
,
 
S
h
o
r
t
h
a
n
d

O
f
f
i
c
e
 
t
r
a
i
n
i
n
g

(
m
a
c
h
i
n
e
s
)

L
a
w
,
 
M
a
t
h
e
m
a
t
i
c
s
,

a
n
d
 
t
h
e
 
l
i
k
e

D
i
s
t
r
i
b
u
t
i
v
e

e
d
u
c
a
t
i
o
n
,

M
a
r
k
e
t
i
n
g

1
9
0

2
7
0

1
0
2

1
2
4

1
0
9

3
0

3
6

2
4

3
0

2
0

6
.
3

7
.
5

4
.
3

4
.
1

5
.
5

3
1
.
5

3
7
.
5

2
1
.
5

2
0
.
5

2
7
.
5

7
0

7
0

7
0

8
0

8
0

1
.
3

1
.
5

.
9

.
7

1
.
0

1 2 1 1 1

0 0 0 0 0

1 2 1 1 1

7
9
5

5
.
4

6
0

6

D
ay

 s
tu

de
nt

s 
ta

ki
ng

 1
2 

or
 m

or
e 

un
its

.
C

lo
ck

 h
ou

rs
 fr

om
 s

ta
rt

 to
 fi

ni
sh

 o
f s

ch
ed

ul
in

g 
da

y,
 le

ss
 1

.

27



p

28

P
ro

vi
si

on
 s

ho
ul

d 
be

 m
ad

e 
fo

r 
st

ud
en

ts
 to

ta
ke

 d
ic

ta
tio

n 
at

 a
 r

at
e 

of
 s

pe
ed

 c
om

m
en

-
su

ra
te

 w
ith

 th
ei

r 
ab

ili
ty

. T
he

 b
us

in
es

s 
ed

uc
a-

tio
n 

fa
ci

lit
y 

sh
ou

ld
 b

e 
eq

ui
pp

ed
 w

ith
 fa

ci
l-

iti
es

 fo
r 

pr
ov

id
in

g 
fo

r 
di

ct
at

io
n 

at
 v

ar
io

us
sp

ee
ds

.



B
U

SI
N

E
SS

 E
D

U
C

A
T

IO
N

 F
A

C
IL

IT
IE

S 
IN

 T
H

E
 J

U
N

IO
R

 C
O

L
L

E
G

E

T
he

 f
ol

lo
w

in
g 

pa
ge

s 
co

nt
ai

n 
su

gg
es

tio
ns

 f
or

 a
 ju

ni
or

 c
ol

le
ge

 b
us

i-
ne

ss
 e

du
ca

tio
n 

bu
ild

in
g,

 b
us

in
es

s 
di

vi
si

on
 o

ff
ic

es
,

m
er

ch
an

di
si

ng
la

bo
ra

to
ry

, a
nd

 d
at

a 
pr

oc
es

si
ng

 la
bo

ra
to

ry
. T

he
se

 s
ug

ge
st

io
ns

 m
ay

be
 s

tu
di

ed
 s

o 
th

at
 th

e 
fe

at
ur

es
 th

at
 a

re
 m

os
t a

da
pt

ab
le

 to
 a

ny
 lo

ca
l

si
tu

at
io

n 
m

ay
 b

e 
us

ed
 to

 a
dv

an
ta

ge
.

B
U

SI
N

E
SS

 E
D

U
C

A
T

IO
N

 B
U

IL
D

IN
G

Fl
ex

ib
ili

ty
 in

 c
la

ss
ro

om
 s

iz
e 

m
ay

 b
e 

ac
hi

ev
ed

 b
y 

th
e 

st
ru

ct
ur

al
de

si
gn

 o
f 

th
e 

bu
ild

in
g.

 T
he

 b
ui

ld
in

g 
m

ay
 b

e 
st

ru
ct

ur
al

ly
 s

up
po

rt
ed

at
 th

e 
co

rn
er

s 
w

hi
ch

 a
llo

w
s 

fo
r 

th
e 

re
lo

ca
tio

n 
of

 in
ne

r 
w

al
ls

 w
ith

ou
t

m
ak

in
g 

st
ru

ct
ur

al
 c

ha
ng

es
. S

pe
ci

al
 f

ea
tu

re
s 

of
 th

e 
bu

ild
in

g,
 in

 a
d-

di
tio

n 
to

 th
e 

pr
ov

is
io

n 
fo

r 
fl

ex
ib

ili
ty

 in
 c

la
ss

ro
om

 s
iz

e,
 in

cl
ud

e 
th

e
fo

llo
w

in
g:

 th
e 

du
pl

ic
at

in
g 

la
bo

ra
to

ry
 s

ho
ul

d 
be

 r
ea

di
ly

 a
cc

es
si

bl
e

to
 th

e 
ro

om
s 

w
hi

ch
 w

ou
ld

 n
or

m
al

ly
 u

se
 s

uc
h 

fa
ci

lit
ie

s 
an

d 
be

 e
n-

te
re

d 
fr

om
 th

e 
co

rr
id

or
 s

o 
th

at
 d

up
lic

at
or

s 
m

ay
 b

e 
us

ed
 w

ith
ou

t
pa

ss
in

g 
th

ro
ug

h 
a 

cl
as

sr
oo

m
; s

to
ra

ge
 s

pa
ce

 s
ho

ul
d 

be
 lo

ca
te

d 
w

he
re

it 
is

 a
cc

es
si

bl
e 

to
 a

ll 
of

 th
e 

ro
om

s 
in

 th
e 

bu
ild

in
g.

B
U

SI
N

E
SS

 D
IV

IS
IO

N
 O

FF
IC

E
S

T
he

 b
us

in
es

s 
di

vi
si

on
 o

ff
ic

es
 s

ho
ul

d 
be

 lo
ca

te
d 

ad
ja

ce
nt

 to
 th

e
bu

si
ne

ss
 e

du
ca

tio
n 

cl
as

sr
oo

m
s.

 T
he

y 
sh

ou
ld

 h
av

e 
th

e 
fo

llo
w

in
g

fe
at

ur
es

:
O

ne
 s

ta
tio

n 
of

fi
ce

s 
fo

r 
fa

cu
lty

 m
em

be
rs

O
ff

ic
e 

fo
r 

th
e 

di
vi

si
on

 c
ha

ir
m

an
R

ec
ep

tio
n 

ro
om

 in
cl

ud
in

g 
sp

ac
e 

fo
r 

se
cr

et
ar

ie
s

W
or

kr
oo

m
C

on
fe

re
nc

e 
ro

om

FU
R

N
IT

U
R

E
A

 li
st

 o
f 

th
e 

fu
rn

itu
re

 n
ee

de
d 

fo
llo

w
s:

D
es

ks
Fi

le
 c

as
es

B
oo

kc
as

es
W

ar
dr

ob
es

T
ab

le
s

C
ha

ir
s

E
Q

U
IP

M
E

N
T

A
 li

st
 o

f 
th

e 
eq

ui
pm

en
t n

ee
de

d 
fo

llo
w

s:
T

yp
ew

ri
te

rs
D

up
lic

at
or

s
T

ap
e 

re
co

rd
er

s
Sl

id
e 

pr
oj

ec
to

r

M
ov

ie
 p

ro
je

ct
or

Pe
rm

an
en

t s
cr

ee
n 

in
 c

on
fe

re
nc

e 
ro

om
C

ha
lk

bo
ar

d 
in

 th
e 

co
nf

er
en

ce
 r

oo
m

B
ul

le
tin

 b
oa

rd
s

M
E

R
C

H
A

N
D

IS
IN

G
 L

A
B

O
R

A
T

O
R

Y
T

he
 m

er
ch

an
di

si
ng

 la
bo

ra
to

ry
, p

ar
t o

f 
w

hi
ch

 c
ou

ld
 a

ls
o 

be
 u

se
d

as
 a

 g
en

er
al

 c
la

ss
ro

om
, h

as
 th

e 
fo

llo
w

in
g

fe
at

ur
es

:
T

he
 m

er
ch

an
di

si
ng

 a
re

a 
is

 s
ep

ar
at

ed
 f

ro
m

 th
e 

cl
as

sr
oo

m
 a

re
a

D
is

pl
ay

 w
in

do
w

s 
ar

e 
lo

ca
te

d 
at

 th
e 

co
rn

er
 o

f 
th

e 
la

bo
ra

to
ry

 w
he

re
th

e 
di

sp
la

ys
 m

ay
 b

e 
se

en
 f

ro
m

 tw
o 

co
rr

id
or

s.
 D

ra
pe

s 
ac

ro
ss

 th
e

ba
ck

 o
f 

th
e 

di
sp

la
y 

w
in

do
w

 f
or

m
 a

 b
ac

kg
ro

un
d 

fo
r 

di
sp

la
ys

.

!I
t

T
he

 b
us

in
es

s 
m

ac
hi

ne
s 

ro
om

 m
ay

 b
e 

eq
ui

pp
ed

 w
ith

 d
es

ks
 e

sp
ec

ia
lly

co
ns

tr
uc

te
d 

fo
r 

ef
fic

ie
nt

 m
ac

hi
ne

 o
pe

ra
tio

n.

I'



S
tu

de
nt

s 
ar

e 
ta

ug
ht

 h
ow

 to
 d

is
pl

ay
 m

er
ch

an
di

se
 to

 th
e 

be
st

 a
dv

an
ta

ge
.



A
pp

ro
pr

ia
te

 s
to

ra
ge

 s
pa

ce
 f

or
 e

qu
ip

m
en

t
A

de
qu

at
e 

w
or

ki
ng

 s
pa

ce
 f

or
 p

re
pa

ra
tio

n 
of

 d
is

pl
ay

s
N

ee
de

d 
bu

lle
tin

 b
oa

rd
s 

an
d 

ch
al

kb
oa

rd
s 

fo
r 

th
e 

cl
as

sr
oo

m

FU
R

N
IT

U
R

E
A

 li
st

 o
f 

th
e 

fu
rn

itu
re

 n
ee

de
d 

fo
llo

w
s:

St
ud

en
t s

ta
tio

ns
 e

qu
ip

pe
d 

w
ith

 w
or

ki
ng

 s
ur

fa
ce

s 
ap

pr
ox

im
at

el
y

24
" 

x 
36

" 
an

d 
ad

ju
st

ab
le

 in
 h

ei
gh

t; 
al

so
 s

ui
ta

bl
e 

ch
ai

rs
T

ea
ch

er
 s

ta
tio

n 
w

ith
 a

pp
ro

pr
ia

te
 w

or
ki

ng
 s

ur
fa

ce
 a

nd
 d

ra
w

er
s;

al
so

 a
 s

ui
ta

bl
e 

ch
ai

r,
 s

w
iv

el
 ty

pe
 d

es
ir

ab
le

Su
ita

bl
e 

fi
le

 c
as

es
Sh

el
vi

ng
D

is
pl

ay
 is

la
nd

s
C

as
hi

er
's

 c
ou

nt
er

S
lid

in
g 

ch
al

kb
oa

rd
s 

pr
ov

id
e 

th
e 

re
qu

ire
d 

w
rit

in
g 

su
rf

ac
e 

an
d 

pe
rm

it
m

at
er

ia
l t

o 
be

 r
et

ai
ne

d 
fo

r 
co

nt
in

ue
d 

us
e.

 A
 d

is
pl

ay
 r

ai
l, 

in
st

al
le

d 
at

th
e 

to
p 

of
 th

e 
bo

ar
d,

 p
ro

vi
de

s 
fo

r 
th

e 
di

sp
la

y 
of

 in
st

ru
ct

io
na

l m
at

er
ia

ls
.

sk
.

4

4

.#
4

4
.

`A
.-

S:
41

1r
f

S
in

ce
 w

or
ke

rs
 in

 a
n 

of
fic

e 
fr

eq
ue

nt
ly

 m
us

t a
ns

w
er

 th
e 

te
le

ph
on

e 
an

d
op

er
at

e 
a 

pr
iv

at
e 

bo
ar

d 
ex

ch
an

ge
 (

P
B

X
),

 it
 m

ay
 b

e 
ad

vi
sa

bl
e 

fo
r

bu
si

ne
ss

 e
du

ca
tio

n 
fa

ci
lit

ie
s 

to
 b

e 
eq

ui
pp

ed
 w

ith
 a

 te
le

ph
on

e 
an

d 
a

P
B

X
.

E
Q

U
IP

M
E

N
T

A
 li

st
 o

f 
th

e 
eq

ui
pm

en
t

M
an

ik
in

s
Fo

rm
s

V
ac

uu
m

 c
le

an
er

Pa
pe

r 
ro

ll 
cu

tte
r

ne
ed

ed
 f

ol
lo

w
s:

St
ep

la
dd

er
Ir

on
 a

nd
 ir

on
in

g 
bo

ar
d

Sm
al

l t
oo

ls

B
U

SI
N

E
SS

 D
A

T
A

 P
R

O
C

E
SS

IN
G

 U
N

IT
T

he
 d

at
a 

pr
oc

es
si

ng
 la

bo
ra

to
ry

 s
ho

ul
d 

be
 a

 p
ra

ct
ic

al
 f

ac
ili

ty
 in

w
hi

ch
 tr

ai
ni

ng
 f

or
 th

e 
te

ch
ni

ca
l o

cc
up

at
io

ns
 c

an
 b

e 
gi

ve
n 

m
os

t
ef

fe
ct

iv
el

y.
 I

t s
ho

ul
d 

co
nt

ai
n 

th
e 

fo
llo

w
in

g 
fe

at
ur

es
:

31

pi
c

q,



41
.

a
.

Fl
ex

ib
ili

ty
 o

f 
of

 a
pp

lic
at

io
n 

an
d 

co
m

m
on

 u
se

in
 d

at
a 

pr
oc

es
si

ng
 s

ho
ul

d

be
 th

e 
cr

ite
ri

a 
fo

r 
th

e
se

le
ct

io
n 

of
 e

qu
ip

m
en

t.

E
qu

ip
m

en
t s

ho
ul

d 
be

 c
ho

se
n

w
hi

ch
 w

ill
 g

iv
e 

ex
pe

ri
en

ce
 in

th
e 

m
os

t

co
m

m
on

ly
 u

se
d 

da
ta

 p
ro

ce
ss

in
g

sy
st

em
s.

T
he

 d
at

a 
pr

oc
es

si
ng

 a
re

a
sh

ou
ld

 p
ro

vi
de

 f
or

 f
le

xi
bi

lit
y 

in
 a

rr
an

g-

in
g 

th
e 

eq
ui

pm
en

t.
A

de
qu

at
e 

po
w

er
 s

ho
ul

d 
be

pr
ov

id
ed

 f
or

 th
e 

eq
ui

pm
en

t.

A
de

qu
at

e 
sp

ac
e 

fo
r 

w
or

ki
ng

sh
ou

ld
 b

e 
pr

ov
id

ed
 a

ro
un

d
th

e 
da

ta

pr
oc

es
si

ng
 e

qu
ip

m
en

t.

Sp
ac

e 
sh

ou
ld

 b
e

pr
ov

id
ed

 f
or

 d
at

a 
pr

oc
es

si
ng

,
da

ta
 p

re
pa

ra
tio

n,
co

nt
ro

l p
an

el
 w

ir
in

g
an

d 
st

or
ag

e,
 c

om
pu

tin
g,

 li
br

ar
y,

an
d 

cl
as

s-

ro
om

.

32

a
T

he
 d

at
a

pr
oc

es
si

ng
la

bo
ra

to
ry

is

eq
ui

pp
ed

 to
pr

ov
id

e
in

st
ru

ct
io

n
in

m
ac

hi
ne

 o
pe

ra
tio

ns
 r

eq
ui

re
d 

in
da

ta
pr

oc
es

si
ng

 a
nd

 to
 g

iv
e 

st
ud

en
ts

 o
pp

or
-

tu
ni

ty
 to

 p
ra

ct
ic

e 
us

in
g 

th
e

m
ac

hi
ne

s.

T
he

 a
re

a 
sh

ou
ld

 b
e 

re
ad

ily
ac

ce
ss

ib
le

 to
 a

ll 
de

pa
rt

m
en

ts
 w

hi
ch

co
ul

d 
us

e 
th

e 
fa

ci
lit

ie
s.

E
Q

U
IP

M
E

N
T

A
 li

st
 o

f 
th

e 
eq

ui
pm

en
t n

ee
de

d
fo

llo
w

s:

Pr
in

tin
g 

ke
y-

pu
nc

h
So

rt
er

A
cc

ou
nt

in
g 

m
ac

hi
ne

 (
pr

in
te

r)

A
dd

iti
on

al
 e

qu
ip

m
en

t i
n 

th
e 

or
de

r
of

 im
po

rt
an

ce
 w

ou
ld

 b
e 

th
e

fo
llo

w
in

g:
C

ol
la

to
r

E
le

ct
ro

ni
c 

co
m

pu
te

r
R

ep
ro

du
ci

ng
 p

un
ch

Pe
ri

ph
er

al
 e

qu
ip

m
en

t f
or

 c
om

pu
te

r
C

al
cu

la
tin

g 
pu

nc
h



SE
L

E
C

T
E

D
 B

IB
L

IO
G

R
A

PH
Y

C
O

O
K

, F
R

E
D

 S
.

"P
la

nn
in

g 
T

om
or

ro
w

's
 B

us
in

es
s 

C
la

ss
ro

om
."

 B
al

-
an

ce
 S

he
et

, X
X

X
V

II
I 

(N
ov

em
be

r,
 1

95
6)

, 1
00

-0
2.

D
es

ig
n 

fo
r 

E
T

V
Pl

an
ni

ng
 f

or
 S

ch
oo

ls
 w

ith
 T

el
ev

is
io

n.
 N

ew
 Y

or
k:

E
du

ca
tio

na
l F

ac
ili

tie
s 

L
ab

or
at

or
y,

 1
96

0.

FR
E

E
M

A
N

, M
. H

E
R

B
E

R
T

, a
nd

 B
IN

N
IO

N
, J

O
H

N
 H

.
"T

he
 G

oo
d 

B
us

i-
ne

ss
 E

du
ca

tio
n 

D
ep

ar
tm

en
t I

s 
A

de
qu

at
el

y
H

ou
se

d 
an

d 
E

qu
ip

pe
d.

"
B

ul
le

tin
 o

f 
th

e 
N

at
io

na
l A

ss
oc

ia
tio

n 
of

 S
ec

on
da

ry
-S

ch
oo

l P
ri

nc
i-

pa
ls

, X
L

I 
(J

an
ua

ry
, 1

95
7)

, 3
4-

41
.

G
ui

de
 f

or
 P

la
nn

in
g 

Sc
ho

ol
 P

la
nt

s,
 1

95
8 

E
di

tio
n.

N
as

hv
ill

e,
 T

en
-

ne
ss

ee
: N

at
io

na
l C

ou
nc

il 
on

 S
ch

oo
lh

ou
se

 C
on

st
ru

ct
io

n,
 1

95
8.

H
E

R
R

IC
K

, J
O

H
N

 H
.; 

M
C

L
E

A
R

Y
, R

A
L

PH
 D

.; 
C

L
A

PP
, W

IL
FR

E
D

 F
.;

an
d 

B
O

G
N

E
R

, W
A

L
T

E
R

 F
. F

ro
m

 S
ch

oo
l P

ro
gr

am
 to

 S
ch

oo
l P

la
nt

:
A

 D
is

cu
ss

io
n 

of
 P

ro
bl

em
s 

of
 P

la
nn

in
g 

Sc
ho

ol
 B

ui
ld

in
gs

. N
ew

Y
or

k 
17

: H
en

ry
 H

ol
t &

 C
o.

, 1
95

6.

T
he

 H
ig

h 
Sc

ho
ol

 in
 a

 C
ha

ng
in

g 
W

or
ld

.
T

hi
rt

y-
si

xt
h 

Y
ea

rb
oo

k 
of

th
e 

A
m

er
ic

an
 A

ss
oc

ia
tio

n 
of

 S
ch

oo
l A

dm
in

is
tr

at
or

s.
 W

as
hi

ng
to

n 
6,

D
.C

.: 
A

m
er

ic
an

 A
ss

oc
ia

tio
n 

of
 S

ch
oo

l A
dm

in
is

tr
at

or
s,

 1
95

8.

Q
98

49
4 

6-
61

 3
M

L
ay

ou
ts

 a
nd

 F
ac

ili
tie

s 
fo

r 
B

us
in

es
s 

E
du

ca
tio

n.
M

on
og

ra
ph

 8
1,

A
pr

il,
 1

95
3,

 S
ou

th
w

es
te

rn
 P

ub
lis

hi
ng

 C
om

pa
ny

. A
 r

ep
ri

nt
 o

f
B

us
in

es
s 

E
du

ca
tio

n 
Pu

bl
ic

at
io

n 
N

o.
 6

8 
of

 th
e 

B
ur

ea
u 

of
 B

us
in

es
s

E
du

ca
tio

n,
 C

al
if

or
ni

a 
St

at
e 

D
ep

ar
tm

en
t o

f 
E

du
ca

tio
n,

 S
ep

te
m

be
r,

19
52

. C
in

ci
nn

at
i 2

7:
 S

ou
th

w
es

te
rn

 P
ub

lis
hi

ng
 C

o.
, 1

95
3.

M
C

G
IL

L
, E

. C
.

"B
us

in
es

s 
E

du
ca

tio
n 

Fa
ci

lit
ie

s.
"

A
m

er
ic

an
 S

ch
oo

l
B

oa
rd

 J
ou

rn
al

, C
X

X
X

IV
 (

M
ay

, 1
95

7)
, 4

5-
46

.
M

od
er

n 
Pl

an
ni

ng
 f

or
 B

us
in

es
s 

T
ra

in
in

g.
 A

 c
ol

le
ct

io
n 

of
 n

in
e 

re
-

pr
in

ts
 f

ro
m

 B
us

in
es

s 
E

du
ca

tio
n 

W
or

ld
. N

ew
 Y

or
k 

18
: G

re
gg

Pu
bl

is
hi

ng
 D

iv
is

io
n,

 M
cG

ra
w

-H
ill

 B
oo

k 
C

o.
, I

nc
., 

19
56

.

Ph
ys

ic
al

 L
ay

ou
t, 

E
qu

ip
m

en
t, 

an
d 

Su
pp

lie
s 

fo
r 

B
us

in
es

s 
E

du
ca

tio
n.

T
he

 A
m

er
ic

an
 B

us
in

es
s 

E
du

ca
tio

n 
Y

ea
rb

oo
k,

 V
ol

. V
, 1

94
8.

 N
ew

Y
or

k 
3:

 T
he

 E
as

te
rn

 B
us

in
es

s 
T

ea
ch

er
s 

A
ss

oc
ia

tio
n 

an
d 

th
e 

N
a-

tio
na

l B
us

in
es

s 
T

ea
ch

er
s 

A
ss

oc
ia

tio
n,

 1
94

8.

Pr
of

ile
s 

of
 S

ig
ni

fi
ca

nt
 S

ch
oo

ls
: A

 C
on

tin
ui

ng
 S

er
ie

s.
N

ew
 Y

or
k:

E
du

ca
tio

na
l F

ac
ili

tie
s 

L
ab

or
at

or
y,

 1
96

0.

W
E

SS
M

A
N

, R
O

D
N

E
Y

 G
.

"B
ui

ld
in

g 
fo

r 
B

us
in

es
s 

Pr
og

ra
m

s.
" 

A
m

er
i-

ca
n 

V
oc

at
io

na
l J

ou
rn

al
, =

C
I

(A
pr

il,
 1

95
6)

, 2
5-

27
.

0

pr
in

te
d 

in
C

A
L

IF
O

R
N

IA
 S

T
A

T
E

 P
R

IN
T

IN
G

 0
1 

V
IC

E


